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0-100 ADMINISTRATIVE AND OPERATIONAL MANUAL

This is the Administrative and Operational Manual, hereafter referred to as the "Manual", of the
Calvert County Sheriff@ Office (CCSO). The rules, policies and procedures in this Manual are
binding upon all persons who work under the authority of the Sheriff of Calvert County, Maryland.

This Manual will be the sole repository of permanent written guidance for the CCSO. The only
exception is that guidance may be issued by General Order of the Sheriff, pending its incorporation
into this Manual.

All Sheriffd6 ©ffice employees are able to access the Manual via the Sheriff& Office AT drive /
CCSO Manual / Admin & Operational Manual.

0-101 NATURE OF THE MANUAL

This Manual is an administrative document. It does not create or modify law. Violations of the
rules, policies and procedures set out in the Manual may expose employees to administrative
sanctions. The Manual is not, however, intended to create a greater civil or criminal liability than
would otherwise be available under law.

0-102 TERM OF THE MANUAL

The Manual is effective as of the date displayed at the lower right corner of each page. The
most recent amendments and rescindments for each chapter are noted at the top of the first page
of each chapter, along with the effective date. All material contained in the Manual is valid until
replaced, changed or rescinded in writing. The Manual remains in effect through changes in
administration of the Sheriff@ Office, unless the Sheriff specifically revokes it in writing.

0-103 ORDER OF PRECEDENCE AND SAVING CLAUSE

This Manual is superior to any and all other conflicting documents with the CCSO. Any portion
of any other document, which is in conflict with the Manual, is void. Other documents or
portions of documents, containing rules, policies or procedures that are not in conflict with the
Manual, remain in force until replaced or rescinded.

If any part of this Manual is found to be in conflict with any law of Maryland or of the United
States, or decision of any Court of competent jurisdiction, that part of the Manual, so in conflict
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is null and void. However, all other parts of the Manual will remain in full force. In the event of
any conflict between any sections of the Manual, the most recently dated section will control.

0-104 KNOWLEDGE REQUIRED

All employees of the CCSO will read and be familiar with the contents of the Manual. Sworn
personnel will know from memory those sections of this Manual, which deal with arrest, use of
force, handling of prisoners, the emergency operation of vehicles and the vehicle pursuit policy.

Commanders and supervisors are required to instruct their subordinates concerning information
contained in the Manual; and they are required to ensure that the employee understands the
relationship the Manual has to the employee's position. This does not relieve the employee of the
obligation to know the contents of the Manual, and no defense of lack of supervisory instruction
will prevail in a disciplinary situation.

0-105 MAINTENANCE OF MANUAL

Employees will be continually alert for areas of the Manual in need of revision or change. When
it is evident that some area of the Manual should be changed, added to or deleted, a memorandum
should be addressed to the Administrative and Judicial Services Bureau (AJSB) Commander
explaining the circumstances. All Agency personnel may submit recommendations for
improvements to the Manual. These may be as simple as a citation of the area of the Manual
and why or how it should be changed; or the submission of a completed example of the change
or addition.

The AJSB Administrative Aide will ensure that the electronic Manual on the AT odrive is kept up to
date with all additions and revisions.

0-106 STANDARD OPERATING PROCEDURES

Policies and procedures, which generally affect only the personnel and functions of one particular
bureau/unit of the Agency, are governed by the commander of that bureau/unit. Those
policies and procedures are at the back of this Administrative & Operational Manual under
the tab marked fiStandard Operating Procedures.o

Commanders are hereby required to establish and keep updated the SOP § that affect their
bureau/unit, when the provisions of this Manual are not sufficient for the purposes of the
bureau/unit. All SOP $ are required to conform to policies and procedures contained in the
Manual. All personnel, within the bureau/unit for which the SOP is established, are bound by
the dictates of that SOP.

The SOP & will be kept current and all revisions or additions will be distributed up the chain of
command. Any superior officer in the chain of command of the issuing section, may disapprove
or modify any provision of these SOP € subject to approval, or delegation of approval authority,
by the Sheriff.

0-107 DIRECTIVES OF SUBORDINATE UNITS
It is the goal of the CCSO to include all operational procedures in this Manual. However, there

may be times when a commander will need to issue guidance, which will apply to their
command only. Commanders have the authority to issue such written directives.
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However, before issuing any such directives, they will discuss them with the Assistant Sheriff. The
purposes of the discussion will be:

A to assure that the directive is consistent with this Manual, and
A to determine whether the guidance the directive provides needs to be incorporated in
this Manual.

0-108 NEW MATERIAL

A copy of each revision and new directives for this Manual will be provided to every CCSO
employee electronically via email and will also be available on the Sheriff& Office Al @rive. These
written directives include policies, procedures and special orders. Any changes, deletions or
additions will be underlined and highlighted to draw the reader& attention to the new material.

Supervisors will have the employees acknowledge receipt of revisions on a Receipt of General
Order distribution form. Any questions should be directed to the employee $ supervisor.
Supervisors are accountable to ensure all subordinates have read the directive(s) and are in
compliance. Generally, roll call training will be administered for directives considered high risk
or otherwise requiring additional explanation or instruction.

0-109 GRAMMATICAL CONSTRUCTION

If practical, the use of masculine and feminine pronouns is avoided within the Manual. Similarly,
plural references include the singular, and vice versa. AVilloband fshalldare mandatory verbs, and
A r@yois permissive.

0-110 OTHER WRITTEN GUIDANCE

In addition to this Manual there are several other sources of Agency-wide guidance and
information:

A General Orders. As noted previously, new, permanent information may be issued in
General Order form until it can be incorporated into this Manual. An electronic copy of
every General Order will be given to each employee. In the hard copy Manual, it can be
filed in Chapter 23. The order will also be available on-line via the Sheriff& Office Aro
drive.

A Special Orders. The Sheriff may issue Special Orders to transmit temporary information
to all employees. Special Orders will generally have expiration dates. Special Orders
are filed behind General Orders in Chapter 24 of the hard copy Manual.

A Personnel Orders. The Sheriff will issue Personnel Orders to notify staff of new employees,
changes in assignments, and similar matters. They are filed behind Special Orders in
Chapter 25.

A Memoranda. Memoranda will be used to notify staff of short-term information of which
they should be aware. Memoranda have expiration dates and are filed behind Personnel
Orders in Chapter 26.

A Standard Operating Procedures (SOP $). Policies and procedures which generally affect
only the personnel and functions of one particular section of the Agency, are
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governed by the commander/supervisor of that section. Those policies/procedures are
contained within the Standard Operating Procedures (SOP) section of this Manual.
These procedures are filed in Chapter 27. All SOP6 sre required to conform to other
policies and procedures contained in this Manual. All personnel, within the section for
which the SOP $ are established, are bound by those dictates.

Those orders which have expired shall be purged.

0-200 ORGANIZATION OF THE MANUAL AND CITATION

The Manual is divided into chapters, sections and sub-sections for ease of use and referral.
Citations of the Manual are in the following manner: 3-401.6 where 3 is the chapter, 401 the
section and 6 the subsection. Alternately the reference could read: Chap. 3, Sec. 401.6.

Some of the material contained within the Manual is a compilation or synopsis of other sources.
When this is specifically relevant to a particular section of the Manual, citations to the reference
materials are provided. Persons using this Manual are required to consult these sources in
cases where more information is necessary.

0-300 REVISION OF THE MANUAL

The AJSB Commander is responsible for developing revisions of the Manual. Whenever it
comes to the attention of the AJSB Commander that there is a need to revise, add to, or delete
from the Manual, they will follow the steps below:

A Conduct research appropriate to the subject matter of the Manual revision.
A Create a file to contain all materials associated with the revision.

A Create a draft, clearly labeled fDraft,00f the proposed revision to the Manual.
A Circulate draft to the Command Staff of the Agency.

0-301 REVIEW OF DRAFTS

Drafts will be circulated to the Agency command staff and/or supervisor(s) it affects. Those
management personnel, who receive drafts of proposed revisions to the Manual, will review the
drafts and determine if any change is needed. The draft (unless it is specifically marked
fconfidentiald may be circulated among any subordinate staff in order to receive advice from
those who have special expertise in a particular area.

Management personnel will indicate suggested changes in writing preferably on the draft, or
electronically using fiTrack Changes,0 and forward them to the AJSB Commander by the date
indicated on the distribution memorandum circulated with the draft. The changes will identify
the suggesting author in order that the AJSB Commander may contact that person for clarification,
as necessary.

In some cases, there may be a need to expedite this process and, in those cases, with the
approval of the Sheriff, the draft review outlined in this section may be omitted.

0-302 SHERIFF& APPROVAL

The final form of the Manual revision will be presented to the Sheriff who will review and, if concurs
with the change, will approve it for publication.
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0-303 DISTRIBUTION

Upon approval of the Sheriff, the AJSB Administrative Aide will have sufficient copies of the
policy revisions or additions made for supervisors to review with those under their command.
The AJSB Administrative Aide will ensure that all Sheriff& Office employees receive an electronic
version of the policy revisions/additions via email and will also keep an updated version of the
Manual and the current General Orders on the iTo & f GCSO Manual.

Each commander and supervisor will distribute revisions to their employees and have the
employees acknowledge receipt of that revision on a Receipt of General Order distribution form.
Component commanders and supervisors will be responsible for returning the completed
distribution sheets to the AJSB Administrative Aide for filing.

The shift commanders for the Patrol Bureau and the first sergeants or detective sergeants for
the remaining bureaus will be responsible for ensuring that they review all new and updated
policies with their personnel.

The Administrative Aide will maintain a file of all distribution forms distributed and those received
as completed from the various components of the Agency.

0-304 SHERIFF& PREROGATIVE
Nothing in this section is intended to limit the Sheriff& prerogative to unilaterally make changes

to this Manual, in any manner, as he may see fit. The procedures in this section will, however, be
followed, unless the Sheriff approves deviations.

0-400 DEFINITIONS AND ACRONYMS
0-401 DEFINITIONS

Accountability - the responsibility of any employee to discharge their assigned duties or execute
rights and privileges in a lawful, professional manner.

Agency - the Calvert County Sheriff& Office (CCSO).

Area of Responsibility - a specific geographic territory, group of physical assets, or group of
tasks or combination of all of these. For example, the area of responsibility for a patrol deputy
might be a patrol sector of the County. The area of responsibility for the Patrol Bureau Commander
is all the tasks assigned to Patrol Bureau, the physical office space and the equipment assigned
to the Bureau. It is incumbent upon each employee to manage their area of responsibility in
the most efficient and effective manner possible, in order to achieve Agency goals.

Assistant Bureau Commander - a deputy who holds the rank of first sergeant or detective
sergeant and assists the bureau commander and deputy commander with the daily operations
of the bureau.

Authority - the right to act or exact action by others; the power to decide and to require that
decisions be acted upon.

Bureau - one of the major components of the Agency.
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Bureau Commander - a deputy with the rank of captain, who commands a bureau and is
directly responsible to the Assistant Sheriff.

Chain of Command - the hierarchy of authority that extends from the top to the bottom of the
organization.

Command Staff - the Sheriff, Assistant Sheriff, captains (bureau commanders) lieutenants, and
first or detective sergeants.

Command - the authority and responsibility to direct and control subordinates in order to
accomplish missions. Itincludes the authority to assign tasks, designate objectives, and supervise
their execution.

Commanding Officer - any deputy in charge of an Agency component.

Commissioned Officer - a deputy holding the rank of lieutenant or higher.

Commissioner - a commissioner of the District Court of Maryland. Commissioners have statutory
authority to conduct initial appearance hearings for persons charged as adults with crimes in order

to evaluate the propriety of their pretrial release.

Component - any organization element. Each organizational component under the direct
command of only one supervisor.

Conflicting Order - an order given contrary to prior instructions or directives. (See also 1-
801(3)(4)

Deputy - as used in this Manual, unless otherwise specified, a sworn employee of the CCSO
(except the Sheriff), regardless of rank.

Deputy Bureau Commander i a deputy who holds the rank of lieutenant and assists the
bureau commander with the daily operations of the bureau.

Designation of Authority (Designee) - the authority conferred upon supervisory employees
and commanding officers to delegate responsibilities to officers and employees under their
supervision or command.

Employee - a deputy or civilian appointed or assigned to the Agency in a permanent or temporary
paid position.

Lawful Order - any order issued by a superior employee or relayed from a superior employee
by an employee of the same or lesser rank, to any subordinate which is not in violation of any law,
ordinance or any written directive. Employees will obey all lawful orders. (See also 1-
801(3)

Manual - the Administrative and Operational Manual (AOM) of the CCSO.

May / Should - indicates an action which is permissible.

Non-Commissioned Officer - a deputy holding the rank of first sergeant/detective sergeant or

below.
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Personnel - Agency employees.
Patrol Area - a geographical subdivision of the County.

Seniority - is established first, by rank or position within the organizational structure, and
second, by the total time served in rank or position, whether on a regular, assignhed or temporary
basis.

Standard Operating Procedures - directives written at the bureau or lower level, which contain
procedures unique to the particular component. SOP $may restrict, but not enlarge, the authority
granted through the AOM. They are issued on the authority of the bureau commander.

Superior Officer - a deputy holding a higher rank or position according to the established rank
precedence.

Supervisor - an employee assigned by superiors to positions authorizing the exercise of
immediate supervision over other employees, including:

A Employees assigned in an acting or TDY capacity and / or

A Specific employees granted a supervisory role for purposes not otherwise contrary to
specific policy; e.g., a deputy first class granted supervisory authorization by a sergeant;
and/ or

A Specified employees exercising direct supervision over a component during the absence
of the supervisor or commander.

Sworn Officer - any sworn deputy sheriff of the CCSO, as defined by §2-101(c), the Criminal
Procedure Article of the Code of Maryland.

Temporary Duty Assignment (TDY) - an assignment in which an employee is transferred, on
an interim basis, to an assignment different from their permanent assignment.

Will - indicates an action, which is mandatory.

Written Directives - written Agency documents, which guide the performance or conduct of
employees; e.g., AOM, SOP &

0-402 ACRONYMS

Acronyms allow for less wordy and more efficient communications within the Agency. The
following listed acronyms are used throughout this Manual and should also be employed in
other CCSO documents and correspondence. Acronyms should not be used in documents or
correspondence designed for use outside the Agency because their meanings may not be clear
in that context.

ACRS - Automated Crash Reporting System
AHB - Administrative Hearing Board
AJSB - Administrative and Judicial Services Bureau
AOM - Administrative and Operational Manual
AWOL - Absent from duty position Without Leave Approval
CCDC - Calvert County Detention Center
CCsO - Calvert County Sheriff& Office
CDS - Controlled Dangerous Substances
OFFICE OF THE SHERIFF Effective: 1/29/09
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CHRI
CIB
CIR
co
COPS
CTAU
DARE
DNR
DO
DRE
DUI
EEO
FBI
FOP
FT
FTO
K-9
LWOP
MAB
MAFIS
METERS
MO
MPTC
MSDS
MSP
NCIC
NCO
oIC
RAFIS
SAO
SCO
SoP
soT
TIA
TDY
us
uuv
VIN

OFFICE OF THE SHERIFF

Criminal History Record Information

Calvert Investigative Bureau

Criminal Investigation Report

Commanding Officer

Community Oriented Policing Services, U.S. Department of Justice
Maryland State Police, Chemical Test for Alcohol Unit
Drug Abuse Resistance Education

State of Maryland Department of Natural Resources
Duty Officer

Drug Recognition Expert

Driving Under the Influence/Impaired

Equal Employment Opportunity

Federal Bureau of Investigation

Fraternal Order of Police, Lodge #109

Full Time (when used with reference to an employee)
Field Training Officer

Canine

Leave Without Pay

Medical Advisory Board

Maryland Automated Fingerprint Identification System

Maryland Electronic Telecommunication Enforcement Resource System

Modus Operandi

Maryland Police Training Commissions
Material Safety Data Sheet

Maryland State Police

National Crime Information Center
Non-Commissioned Officer

Officer-In-Charge

Regional Automated Fingerprint Identification System
Office of the State® Attorney for Calvert County
Sheriff®@ Communications Operators

Standard Operating Procedures

Special Operations Team

"Trading As," common reference for a business
Temporary Duty Assignment

United States of America

Unauthorized Use of a (Motor) Vehicle

Vehicle Identification Number
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OFFICE OF THE SHERIFF
CALVERT COUNTY, MD

Subject: JURISDICTION, MISSION. VALUES, | Chapter 1

GOALS. & STANDARDS OF

e, 5 CONDUCT
COUNTY

Affects: ALL PERSONNEL

EFFECTIVE DATE — ; ;
Rescinds: Amends: TOC; 1-831
January 29, 2009 £131/17 on

1-100 JURISDICTION

The Maryland Constitution and the laws of the State establish the Calvert County Sheriff in
order to provide law enforcement functions within Calvert County. The Calvert County Sheriff®
Office is the primary law enforcement agency in Calvert County. The Calvert County Sheriff®
Office (CCSO) through the auspices of the Calvert County Detention Center is responsible for
the care and custody of prisoners held in confinement within Calvert County. The CCSO is also
responsible for the security of the courts, and such enforcement actions and official document
services as may be required by a court. The CCSO is responsible for the transportation and
return of prisoners who are extradited from other states, in most circumstances. Additionally,
the CCSO is responsible for the maintenance of order and the delivery of police services to the
citizens of Calvert County.

The jurisdiction of the CCSO is Calvert County, Maryland, including the incorporated towns of
Chesapeake Beach and North Beach. Calvert County is a peninsula, bounded by the Chesapeake
Bay on the east and the Patuxent River on the west. Calvert County is approximately 219 square
miles; the County is nine miles wide at its widest point, 45 miles from Washington, D.C., and 35
miles from the Anne Arundel County line to Solomons.

1-200 MISSION STATEMENT AND CODE OF ETHICS

It is the mission of the Calvert County Sheriff& Office, as the primary law enforcement agency
for Calvert County, to provide exceptional law enforcement services to the citizens of Calvert
County and to prevent crime and the fear of crime through innovative law enforcement efforts. We
will accomplish such tasks with the utmost professionalism, integrity, compassion and respect
in order to maintain the highest standards of public trust and confidence.

The CCSO has adopted the Code of Ethics of the National Sheriff& Association and the Law
Enforcement Officer& Code of Ethics. They can be found in Appendix 1-A. All deputies must
abide by the Law Enforcement Officer®& Code of Ethics.

All CCSO personnel are required to participate in ethics training biennially. Ethics training for
sworn personnel will be conducted during in-service training. Civilian personnel will receive
ethics training electronically via email or hard copy. It must be read and acknowledged by
signing a Receipt of General Order form and returned to the AJSB Commander. The current
instructor assigned to the Southern Maryland Criminal Justice Academy will develop the lesson
plan for this training.
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1-300 VALUE STATEMENTS

The men and women of the Calvert County Sheriff& Office are bound by a high standard of
conduct, as exemplified in the following values:

Life - We believe the protection of life is our highest priority.

Respect - We believe in individual human dignity and the preservation of human rights under
the rule and spirit of law, always treating others as we would like to be treated.

Integrity - We believe in maintaining the public trust by holding ourselves accountable to the
highest moral and ethical standards.

Fairness - We believe in the delivery of service that provides fair and equal treatment to all
citizens without regard to age, gender, race, creed, color, religion or national origin.

Trust - We believe in order to provide effective service we must develop and maintain the
confidence of the community.

Partnerships - We believe in working in partnership with the community and each other to
identify and resolve problems and issues, which affect the safety of our citizens.

Loyalty - We believe in an allegiance to the community, to the organization and to each other.

Professionalism - We believe in delivering a level of service, which will reflect the pride we
have in our community and organization.

1-400 GOALS AND OBJECTIVES

The general goals of the CCSO are:

A. To provide professional, effective and efficient law enforcement services to the citizens
of Calvert County, and those other citizens, who may be visiting our County.

B. To develop a partnership with the citizens, community leaders, and other government
agencies to ensure the safety and security of the Calvert County community.

C. To deliver all services and conduct all activities of the CCSO in a fair and impartial
manner which assures all citizens the benefits of these services and activities.

D. To strive continually to achieve a quality of life within Calvert County, which allows the
County's residents to go about their daily activities in safety and free from fear of criminal
activities.

1-401 FORMULATION AND EVALUATION OF ANNUAL GOALS

Under the direction of the Assistant Sheriff, the CCSO will develop written goals and objectives
annually.

A. Annually each commander will provide to the Assistant Sheriff, proposed goals and
objectives.
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B. The goals will be:

1. Written
2. Measurable, and
3. Developed with the input of subordinates and other appropriate persons

C. The Assistant Sheriff will review the goals and objectives of each component and, in
consultation with the Sheriff, will prepare the CCSO& proposed goals for the following
year. The Assistant Sheriff will submit the proposed goals to the Sheriff for final approval.

D. Upon approval by the Sheriff, a copy of the goals will be distributed to each CCSO
employee.

E. Commanders will pursue their component goals with the vigor necessary to assure their
timely accomplishment. Each commander will report on the success of their component
in achieving its goals when they submit their goals for the following year. The report will
indicate success in achieving the goals and any impediments encountered.

F. All commanders, the Assistant Sheriff, and the Sheriff will meet to review progress and
obtain overall input from the command staff.

1-500 PLANNING AND RESEARCH

The activities of the Planning and Research function are by design, to deal with the actual planning
of new or amended policies, activities and law enforcement solutions to problems, as well as the
development of pro-active measures and activities designed to enhance program effectiveness
and law enforcement efforts.

1-501 ORGANIZATIONAL PLACEMENT

Currently, the Calvert County Sheriff& Office does not possess the staffing resources to have a
fstand alone @nit devoted solely to planning and research. The Assistant Sheriff, who by position
has direct access to the Sheriff, will be responsible for the planning and research functions, and
may enlist the assistance of CCSO personnel at any level to assist in this endeavor. The Assistant
Sheriff may also seek the assistance of others outside the Agency to assist in planning and
research, when necessary.

The end result of any activities concerning planning and research will be submitted to the Sheriff
with recommendations for changes and implementation. Any changes to policy or program
and/or operational changes will be implemented only by written authority of the Sheriff.

1-502 STRATEGIC MANAGEMENT PLAN

The Calvert County Sheriff& Office currently has a strategic management plan in effect to
replace the previous 10-year reorganizational plan. The Plan outlines the goals and objectives
of the Sheriff& Office. Although in place, it is only viable with the cooperation of the Board of
Calvert County Commissioners, who authorizes funding in order to meet the demands of the
plan.
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Revisions to the Plan will be made as necessary with the approval of the Sheriff. The Plan
includes the following:

A Calculated information based on past activities and performance to determine population,
crime, and workload trends.

A Staffing to handle the workload anticipated, dependent upon County funding.
A Anticipated capital improvements or equipment needs, dependent upon County funding.
A Goals to prevent and reduce crime; improve traffic safety; establish and maintain

community partnerships; utilize technology to fight crime; improve overall efficiency; and
recruit and retain excellent employees.

A Objectives to meet each of those goals.
A The ability to review and revise the plan as necessary.

1-600 OATH OF OFFICE

In addition to the oath prescribed in §2-104 of the Courts and Judicial Proceedings article of the
Annotated Code of Maryland, every employee of the CCSO, before assuming sworn status, will
take and subsequently abide by the following oath of office:

l, do promise or declare that | will support the Constitution of the
United States, and that | will be faithful and bear true allegiance to the State of Maryland, and
support the Constitution and Laws thereof; and that | will to the best of my skill and judgment,
diligently and faithfully, without partiality or prejudice, execute the office of DEPUTY SHERIFF
according to the Constitution and laws of this state.

And that | will not for lucre or malice delay any person applying to me for any business
belonging to the office | officiate in, and that | will not directly or indirectly ask, take, exact, demand
or receive from or charge to any such person to my own use any fee or reward whatsoever for
any services | may do as deputy of the said office, and that in making out the office fees, | will not
wittingly or willingly charge other or higher fees than are allowed by law.

1-700 DEPUTIES6AUTHORITY

The CCSO has only one category of sworn personnel, the deputy sheriff. Deputy sheriffs are
fpolice officers @s defined in §2-101 of the Criminal Procedure Article of the Annotated Code of
Maryland, and have the police powers enumerated in that Article, including the authority to
make full custody arrests.

Implicit in the authority to enforce the law and to make arrests is the authority to use force,
including deadly force, in doing so when conditions warrant. All CCSO deputies are certified by
the Maryland Police and Corrections Training Commissions (MPTC) and authorized to carry
weapons in the performance of their duties.

1-800 STANDARDS OF CONDUCT

All employees of the CCSO will comply with the following rules of conduct, with additions and
amendments to these rules which may be promulgated, and with all other orders and directives,
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either verbal or written, which may be issued by competent authority. The violation of any rule
of conduct, procedure, or lawful order, whether written or verbal, subjects the respondent to an
investigation, which may lead to disciplinary action.

Ignorance of the rules, procedures, and orders of the CCSO is not a justification for violation.
An employee is responsible for their own acts and may not transfer to others responsibility for
executing or failing to execute any lawful order or police duty.

1-801 OBEDIENCE TO LAWS, REGULATIONS, AND ORDERS
A. A deputy will not violate any law or any Agency policy, rule, regulation, or procedure.

B. An employee will promptly obey all lawful orders of a superior, including those from a
superior relayed by an employee of equal or lesser rank. A lawful order is any order,
either verbal or written, which an employee should reasonably believe to be consistent with
the performance of their duties.

C. Employees will obey all orders from superiors, whether written or verbal, except when
compliance with such orders would require the commission of an illegal act. No employee,
without adequate justification, will intentionally issue an order that is contrary to an order
issued by a superior. Employees to whom conflicting orders are issued will call immediate
attention to the conflict; however, if the conflict is not resolved, the last order will be obeyed.

D. Any order may be countermanded in an emergency. An employee countermanding a
prior order will immediately report the reason for the action to their supervisor.
Responsibility for all prudent and reasonable action necessary for compliance with orders
will remain with the superior issuing the order. Accountability for any action taken in
compliance with lawful orders remains with the person taking the action.

E. At the scene of any incident, the assigned deputy will be in charge until relieved at the
direction of another sworn deputy, senior in rank.

1-802 CONDUCT UNBECOMING

A deputy will not engage in any conduct or activities on or off duty that reflect unfavorably upon
themselves, that tends to bring the CCSO into disrepute, or that impairs its efficient and effective
operation. This also applies to how a deputy portrays himself/herself on social networking sites,
such as My Space and Facebook.

1-803 ACCOUNTABILITY, RESPONSIBILITY, AND DISCIPLINE

Deputies are directly accountable for their actions through the chain of command, to the Sheriff
of Calvert County. Deputies will cooperate fully in any administrative investigation conducted by
the CCSO or other authorized agency and will provide complete and accurate information in regard
to any issue under investigation.

During an administrative investigation, an accused employee may be asked to submit to an
interrogation and/or polygraph examination. The questions asked during the interrogation and
the polygraph examination will be related specifically, directly, and narrowly to the performance
of the employee® official duties and to the subject matter of the investigation.
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All procedures carried out under this rule will be related to the performance of the employee $
official duties and to the subject matter of the investigation. When ordered, an employee will
submit to the following:

1-804

1-805

1-806

Fitness for Duty Evaluation
Psychological Examination
Polygraph Examination
Drug/Chemical Testing
Photo Array

Too Too Too Too o

CONDUCT TOWARD FELLOW EMPLOYEES

Deputies will conduct themselves in a manner that will foster cooperation among members
of this Agency, showing respect, courtesy, and professionalism in their dealings with one
another.

Employees will not use language or engage in acts that are demeaning or derogatory,
harass, threaten, or intimidate another person.

Deputies will be accurate, complete, and truthful in all matters.
Deputies will accept responsibility for their actions without attempting to conceal, divert,

or mitigate their true culpability. Deputies will not engage in efforts to thwart, influence,
or interfere with an internal or criminal investigation, or any other Agency endeavor.

. Deputies, who are arrested, cited, or who are the subject of an investigation for any criminal

or civil offense in this or another jurisdiction, will report this fact to their bureau commander
within 24 hours.

Deputies, who are named as defendants in civil lawsuits, relating to their duties with the
CCSO, will notify the Assistant Sheriff within 24 hours of notice of the suit.

CONDUCT TOWARD THE PUBLIC

In all public dealings, deputies will conduct themselves in a civil and professional manner
that connotes a service orientation and that will foster public respect and cooperation.

In all public dealings, deputies will treat violators professionally, courteously and in a
respectful manner, and avoid conduct that may belittle, ridicule, or intimidate the individual,
or act in a manner that unnecessarily delays the performance of their duty.

. While recognizing the need to demonstrate authority and control over criminal suspects

and prisoners, deputies will adhere to this Agency& use-of-force policy and will observe
the civil rights and ensure the well-being of those in their charge or custody.

COMMUNITY INVOLVEMENT

The Calvert County Sheriff& Office participates in community recreational youth programs. The
Agency maintains a law enforcement Explorer program, co-sponsored by the Boy Scouts of

Ameri

ca; and oversees Camp Jr. Sheriff, a week-long summer camp program aimed towards

strengthening the relationship between youths and law enforcement.
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Deputies are also encouraged to take an active role in the community by participating as coaches,
assisting, or being involved in area recreational youth programs. Their participation makes them
visible to the community in a way that proves the Sheriff& Office is committed to Calvert County
and interested in investing time in the County® youth.

1-807 USE OF ALCOHOL AND DRUGS

A. Deputies will not consume any intoxicating beverage while on duty, unless authorized by
the Sheriff or the Assistant Sheriff.

B. No alcoholic beverage will be served or consumed on CCSO premises or in CCSO
vehicles, unless authorized by the Sheriff or the Assistant Sheriff.

C. A deputy will not be intoxicated in a public place when off-duty to the extent that it discredits
the Agency or the deputy.

D. No deputy will report for duty with the odor of alcoholic beverage about their person.

E. No deputy will report to work or be on duty as a law enforcement officer when alcohol,
medication, or other substances have impaired their judgment or physical condition.

F. Deputies must report to a supervisor the use of any substance, prescribed or over the
counter, prior to reporting for duty, which impairs their ability to perform their duties as a
law enforcement officer.

G. Supervisors will order a drug or alcohol screening test when they have reasonable suspicion
that an employee is using and/or under the influence of drugs or alcohol. Such screening
will conform to the CCSO policy on employee drug-screening and testing.

1-808 SMOKING AND USE OF TOBACCO PRODUCTS

For the purposes of this policy, smoking is defined as any lighted cigar, cigarette, pipe or other
lit tobacco product.

Smoking by Agency members is prohibited inside any County building to include the Calvert
County Sheriff& Office, all substations and satellite offices. Employees may smoke outdoors
within the guidelines of this order provided they properly dispose of the ashes, butts, litter, and
other refuse related to the use of tobacco products in a receptacle designed for that purpose.
Employees should not smoke in the immediate vicinity of those building entrances which are
most frequently used by the public.

Employees of this Agency will not use any form of tobacco while on official business other than
undercover assignments. No use of any form of tobacco is allowed while in public view (such as
handling a call for service, crime scene, special details, etc.).

1-809 ABUSE OF LAW ENFORCEMENT POWERS OR POSITION

A. Deputies will not use their authority or position for personal or financial gain; for
obtaining or granting privileges or favors not otherwise available to them or others
except as a private citizen; to avoid the consequences of illegal acts for themselves or
for others; to barter, solicit, or accept any goods or services (to include, gratuities, gifts,
discounts, rewards, loans, or fees) whether for the deputy or for another.
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B. Deputies will report any unsolicited gifts, gratuities, or other items of value that they
receive and will provide a full report of the circumstances of their receipt if directed.

C. Deputies will not purchase, convert to their own use, or have any claim to any found,
impounded, abandoned, discarded, or recovered property, or any property held or released
as evidence.

D. Deputies will not solicit or accept contributions for the CCSO or for any other agency,
organization, event, or cause without the express consent of the Sheriff or their designee.

E. Deputies are prohibited from using information gained through their position as a law
enforcement officer to advance the personal or financial or other private interests of
themselves or others.

F. Deputies who institute, or reasonably expect to benefit from, any civil action that arises
from acts performed under color of law will inform their commanding officer.

G. When a deputy®& police powers are suspended, they will not wear the uniform of the
CCSO or represent themselves in an official capacity as an employee of the CCSO.

H. A deputy may not lend their identification card, CCSO patch or emblem, or badge to another
person or permit it to be photographed or reproduced without the approval of the Sheriff.

1-810 OFF-DUTY POLICE ACTION

Deputies will not use their police powers to resolve personal grievances (e.g., those involving
the deputy, family members, relatives, or friends) except under circumstances that would justify
the use of self-defense, actions to prevent injury to another person, or when a serious offense has
been committed that would justify an arrest. In all other cases where there is personal involvement
that would reasonably require law enforcement intervention, deputies will summon on-duty police
personnel and a supervisor.

Unless operating an Agency police vehicle, off-duty deputies will not arrest or issue citations or
warnings to traffic violators on sight, except when the violation is of such a dangerous nature
that a deputy would reasonably be expected to take appropriate action.

1-811 RELATIONSHIPS AND ASSOCIATIONS
1-811.1 PERSONS ARRESTED OR BEING INVESTIGATED

Deputies, who arrest, investigate, or have custodial authority will not engage in any social relations
with the spouse, immediate family member, or romantic companion of persons in the custody of
this Agency.

Deputies and civilian employees alike, will not knowingly engage in, or maintain a relationship
with, any person who is under criminal investigation, indictment, arrest, or incarceration by this
or another police or criminal justice agency, and/or who has an open and notorious criminal
reputation in the community (for example, persons whom the deputy knows, should know, or
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have reason to believe are involved in felonious activity), except as necessary for the performance
of official duties, or where unavoidable because of family relationships.

1-811.2 PERSONAL RELATIONSHIPS

Personal relationships between employees shall not interfere with the performance of their
duties, and a professional attitude shall be maintained. Supervisors and commanders shall not
have direct supervision of a blood relative or spouse, or with any employee with whom they are
intimately involved. Supervisors and commanders are prohibited from having a romantic
relationship with a subordinate in their direct-line chain of command. The supervisor or commander
has the responsibility to make the relationship known to their commander or the Sheriff to
determine if reassignment is required. The final reassignment decision shall rest with Sheriff.

The prohibition of a romantic relationship extends to employees fully or partially responsible for
the evaluation of the performance, or oversight of a probationary member. For Academy and
training staff this includes all probationary employees. For field training officers this includes the
duration of a probationary employee $field training assignment.

1-811.3 ORGANIZATIONS AND ESTABLISHMENTS

Except in the performance of official duties, deputies will not knowingly enter any establishment
in which the laws of the United States, the State of Maryland, or Calvert County are regularly
violated. Deputies and civilian employees will not knowingly join or participate in any organization
that advocates, incites, or supports criminal acts or criminal conspiracies.

1-812 PUBLIC STATEMENTS, APPEARANCES, AND ENDORSEMENTS
Deputies will not, under the color of law:

A. Make any public statement that could reasonably be interpreted as having an adverse
effect upon Agency morale, discipline, or operation of the Agency.

B. Divulge or willfully permit to be divulged, any information gained by reason of their
position, for anything other than its official, authorized purpose; or

C. Unless expressly authorized by the Sheriff or their designee, make any statements,
speeches, or appearances that could reasonably be considered to represent the views
of the CCSO.

D. Endorse, recommend, or facilitate the sale of commercial products or services. This
includes but is not limited to the use of tow services, repair firms, attorneys, bail bondsmen,
or other technical or professional services. It does not pertain to the endorsement of
appropriate governmental services, where there is a duty to make such endorsements.

1-813 POLITICAL ACTIVITY
Deputies will be guided by the following examples of prohibited political activities during working

hours, while in uniform, or otherwise as a representative of the CCSO. Deputies will not, under
color of law:
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A. Engage in any political activity.
B. Place or affix any campaign literature on County-owned property.

C. Solicit political funds from any member of this Agency or another governmental agency
of this jurisdiction.

D. Solicit contributions, signatures, or other forms of support for political candidates, parties,
or ballot measures on property owned by this jurisdiction.

E. Use official authority to interfere with any election or interfere with the political actions of
other employees or the general public.

F. Favor or discriminate against any person seeking employment because of political opinions
or affiliations.

G. Participate in any type of political activity while in uniform.
1-814 EXPECTATIONS OF PRIVACY

Deputies will not store personal information or belongings with an expectation of personal
privacy in such places as lockers, desks, CCSO-owned vehicles, file cabinets, computers, or
similar areas that are under the control and management of the CCSO. While the CCSO
recognizes the need for deputies to occasionally store personal items in such areas, deputies
should be aware that these and similar places may be inspected or otherwise entered -- to meet
operational needs, internal investigatory requirements, or at the direction of the Sheriff or their
designee.

No member of CCSO will maintain files or duplicate copies of official Agency files in either manual
or electronic format at their place of residence or in other locations outside the CCSO
headquarters without the express permission of the Sheriff.

1-815 REPORTING FOR DUTY
A. An employee of the CCSO will not absent their self without properly approved leave.

B. An employee will report for duty at the time and place specified by their supervisor and will
be physically and mentally fit to perform their duty. They will be properly equipped and
cognizant of information for the proper performance of duty so that they may immediately
assume their duties.

C. An employee, who is unable to report for duty for any reason will, as soon as possible,
notify their immediate supervisor of the reasons for the absence, or notify a supervisor on
duty at the time the employee becomes aware they will be absent.

D. While off duty, deputies may be subject to call at any time. In the event of an emergency
or potential emergency, deputies ordered to finactive on-callo duty status and those
required to leave word where they may be reached, will notify their supervisors of the
location and telephone number where they may be contacted.

E. No employee will feign illness or injury, falsely report themselves ill or injured, or otherwise
deceive or attempt to deceive any official of the CCSO as to the condition of their health.
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1-816 CITIZEN COMPLAINTS

An employee will courteously and promptly accept any allegation or complaint made by a citizen
against any employee of the CCSO. The receipt and processing of all complaints will be in
conformance with established procedures. The employee accepting the complaint will notify a
supervisor immediately.

1-817 PERSONAL APPEARANCE / TATTOOS

Every employee will maintain a neat, well-groomed appearance and will style their hair and wear
their uniform consistent with established CCSO policy and procedures. It is not the Agency&
intention to infringe upon any employee® personal freedoms; however, it is within the Sheriff&
prerogative to govern the actions and appearance of their employees insofar as they impact the
efficient operations of the Agency. Notwithstanding their recent popularity, tattoos continue to
present an image which some people find offensive. A significant part of the Agency® mission
is accomplished by instilling confidence in the general public, and in doing so; employees should
strive to avoid shocking or otherwise making citizens uncomfortable in their presence. Therefore,
all Agency employees are prohibited from displaying body art of any kind which, based on societal
norms, is likely to offend. See Chapter 3, Section 404 for detailed policy regarding personal
appearance/grooming and tattoos.

1-818 USE OF FORCE

Deputies will use force consistent with established CCSO policy and procedures. Non-sworn
personnel of the Agency may only use force in those circumstances in which an ordinary citizen
would be justified in using force to protect themselves from attack or such other times as may
be justified in law. The Sheriff does not convey authority to allow the carrying or use of
weapons of any kind to non-sworn employees.

1-819 FIREARMS

An employee will not use, display, or handle any weapon in a careless or imprudent fashion or
in @ manner not consistent with CCSO policy.

1-820 CCSO EQUIPMENT

A. An employee will use and maintain CCSO equipment in accordance with established
procedures and will not abuse, damage, alter or, through negligence, lose any such
equipment. An employee will not cause or contribute to the abuse, damage, alteration or
loss of any CCSO equipment through negligence or carelessness.

B. Damage to or loss of CCSO equipment will be reported in conformance with CCSO
procedures utilizing a Loss/Damage Report.

C. An employee will not have any item of CCSO equipment repaired, adjusted, or modified
without authorization from their respective commander via a Detailed Report through the
chain of command.

D. An employee will operate any CCSO official vehicle assigned to him/her in a careful and
prudent manner and will not, through negligent or careless operation, incur or cause
damage to be incurred to CCSO property or to the property of another. They will obey all
laws of any jurisdiction and all local ordinances and will conform to all CCSO
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procedures and regulations pertaining to operation and maintenance of CCSO vehicles.
An employee will at all times set a proper example for other persons in their operation of a
vehicle.

E. Only CCSO employees, or those County employees with express permission, will be
permitted to operate or attempt to operate its vehicles, or use its firearms, or use any other
of CCSO property. The Sheriff may make specific exceptions to this rule.

F. An employee relieved of their police powers will turn in all CCSO-issued equipment
specified in the order, suspending police powers.

1-821 LABOR ACTIVITIES

An employee will not engage in any strike or job action. fiStrike or job actionoincludes, but is not
limited to, a failure to report for duty; willful absence from duty; unauthorized holiday; sickness
unsubstantiated by physician $statement; stoppage of work; or abstinence in whole or in part from
the full, faithful, and proper performance of duty, for the purpose of inducing, influencing, or
coercing a change in conditions, compensation, rights, privileges, or obligations of employment
job action.

1-822 SECONDARY EMPLOYMENT

A deputy will not be employed in any capacity in any other business, trade occupation, or
profession, that is not consistent with CCSO policy, and as approved by the Sheriff or their
designee. More detailed policy can be found in Chapter 4.

1-823 PAYMENT OF DEBTS

CCSO employees will make every effort to pay all just debts and legal liabilities. Disciplinary action
may be taken when judgment has been rendered in favor of the employee $creditor and, although
the employee is able to comply with the judgment, they fail to do so; or, the effects of the

indebtedness have adversely affected the employee © ability to perform their duties or have
negatively reflected on the reputation or effectiveness of the CCSO.

Disciplinary action will generally not be appropriate when the employee has made a sincere
effort to pay the debts; or the employee has filed for bankruptcy.

1-824 PERFORMANCE OF DUTY

All employees shall perform their duties as required or directed by law, agency rule, procedure,
policy, or order, or by order of a superior officer.

1-825 AID TO FELLOW OFFICERS

No officer shall fail to aid, assist, or protect a fellow officer to the full extent of their capability
during a time of need.

1-826 TRUTHFULNESS
All verbal communications and written reports submitted by employees of the CCSO will be
truthful. No employee shall knowingly report or cause to be reported any false information. A

clear distinction must be made between verbal communications and written reports which
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contain false information and those which contain inaccurate or improper information. Evidence
must be presented to support such information that shows either verbal communication or
written reports are designedly untrue, deceitful, or made with the intent to deceive the person(s)
to whom it was directed.

1-827 REPORTING VIOLATIONS

Any employee who has knowledge of other employees, individually or collectively, who are
knowingly or unintentionally violating any laws of statutes, ordinances, or rules and procedures
of the Agency, shall bring any and all facts pertaining to the matter to the attention of a superior
officer. The superior officer shall then take appropriate action. Employees may by-pass official
chains of command and directly advise the Sheriff or Assistant Sheriff of the violations.

1-828 ESTABLISHING ELEMENTS OF A VIOLATION

The existence of facts confirming a violation of law, ordinance, rule, policy or procedure is all
that is necessary to support any allegation for a charge under this section.

1-829 COMPUTER USAGE

Sheriff& Office computers are provided for official business and shall not be used:
A. For any commercial, promotional purpose or personal gain;
B. For any illegal activity;
C. To violate public laws relating to privacy;

D. To create, retain, publish, disseminate or communicate any pornographic, profane, or
obscene material, language or graphics;

E. To create, retain, publish, disseminate or communicate any material of a political nature;

F. To create, retain, publish, disseminate or communicate material that is threatening,
defamatory or fraudulent;

G. To create, retain, publish, disseminate or communicate material that is offensive to or
disparaging of race, color, sex, religion, national origin, age, and disability;

H. To download or copy commercial software, files or other material in violation of
copyright, patent agreements, license agreements, or other intellectual property rights;

I. To provide access to tools/systems/applications by unauthorized users;

J. For any purpose that is against Sheriff& Office, County or public policy, contrary to the
Agency® or County® best interest, or harmful to morale.

Refer to the County Computer Usage Policy, which can be found on the S drive / Technology
Services / Computer Usage Policy Information, for complete policy and operating procedures.
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1-830 LENGTH OF SERVICE AWARD PROGRAM (LOSAP)

The Length of Service Award Program (LOSAP) is a program designed to assist communities in
recruiting, retaining, and rewarding volunteer firefighters and emergency medical services (EMS)
personnel. The Calvert County Sheriff& Office has the highest regard for volunteerism and
supports those members of the agency who choose to volunteer in the fire, rescue, and EMS
organizations. Members of fire, rescue, and EMS organizations who earn LOSAP credit based
solely on volunteer contributions are entitled to certain incentives such as tax credits or monetary
payments, if said member serves in the volunteer service for a specified length of time.

Members of the Calvert County Sheriff& Office are prohibited from earning LOSAP credits while
they are on-duty or being compensated in any manner by the Calvert County Government. Any
member who earns LOSAP credit that will result in a tax or monetary benefit will ensure that those
LOSAP credits are earned strictly by volunteering their time. It is the member& obligation to
ensure their status (paid or volunteer) during any training, community service, or other
LOSAP qualifying activities is clearly communicated to the administrative staff of the affected
fire, rescue, or EMS organization.

This section does not prohibit a member of the Sheriff& Office from earning administrative
credits for training, calls for service, collateral duties, etc. that do not garner said member with a
monetary or financial benefit.

1-831 SOCIAL MEDIA

It is the policy of the CCSO that employees are guaranteed their constitutional right to use
personal web pages and social media/networking sites when appropriate. In doing so, it is
expected that they will use good judgment, decency, and common sense both on and off duty.
The following guidelines in this policy will help ensure that employees use appropriate discretion
in their use, and not discredit or disrespect themselves, other employees, the CCSO, or the
Calvert County Government. The absence of, or lack of explicit reference to, a specific site
does not limit the extent of the application of the policy.

Employees who are found to be in violation of this policy may be subject to disciplinary action.
1-831.1 DEFINITIONS
For purposes of this policy, the following terms and associated definitions are applicable:

Website - A website is any computerized document, file, menu, or page accessible on the internet
and/or worldwide web.

Personal Website - A personal website is a website created or configured by an individual for
business, entertainment, or social purposes. This includes, but is not limited to, personal pages
posted on social networking sites such as MySpace, Facebook, and Twitter.

Blog - A blog (short for web-log) is a personal online journal that is frequently updated and
intended for general public consumption or viewing. Blogs are defined by their format, usually a
series of entries posted to a single page in reverse chronological order. Blogs generally represent
the personality of the author or reflect the purpose of the website that hosts the blog. Topics
sometimes include brief philosophical musings; commentary on internet and other social
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issues; and links to other sites the author favors, especially those that support or reject a point
posted.

Chat Room - A chat room is a website where users can actively email back and forth in a group
setting. The website may be or may not be password protected.

Social Media - Social media is a category of internet-based resources that integrates user
generated content and user participation. This includes, but is not limited to, social networking
sites (Facebook and MySpace); micro-blogging sites (Twitter and Nixle); photo and video sharing
sites (Flickr and YouTube); wikis (Wikipedia); blogs; and news sites (Digg and Reddit).

Social Networks - Social networks are online platforms where users can create profiles, share
information, and socialize with others using a range of technologies.

Twitter - Twitter is a free social networking and micro-blogging service that enables its users to
send and read messages known as fivteets.0 Tweets are posts of up to 140 characters displayed
on the author® profile page and delivered to the author& subscribers who are known as followers.

1-831.2 BACKGROUND

The proper functioning of any law enforcement agency relies upon the public®& confidence and
trust in the agency, and its employees, to effectively protect and serve the public. Any matter which
brings the agency or its employees into disrepute has the corresponding effect of reducing that
confidence and trust and may impede the ability to work with and serve the public.

Professionalism is the most significant factor in providing the highest level of service to the
public. While the CCSO employees have the right to use personal web pages and social
networking sites while off duty, as employees they are public servants who are held to a higher
standard than the general public with regards to ethical and moral conduct.

The CCSO has the obligation to protect the reputation of the agency and its employees, as well
as guard against liability and potential legal risk. Therefore, the CCSO reserves the right to
monitor web pages and social networking sites, to the extent the law allows. Employees are
advised of the following:

A CCSO employees must be aware that the content of web pages and social networking
sites can be subject to subpoena and utilized in criminal and civil proceedings to
impeach the employee $character or reputation.

A CCSO employees must realize that any reference to their employment with the Sheriff&
Office while using social networking sites could compromise their safety and the safety
of their family or others.

A All electronic means of communications accessed, created, received, or stored on

equipment/systems owned, leased, or otherwise utilized by the CCSO are the property
of the CCSO and not the author, recipient, or user.
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1-831.3 GENERAL GUIDELINES

The CCSO supports employee $ rights under the First Amendment guaranteeing freedom of
speech. This includes the employee $ right to have or use personal web pages or social
networking sites to express themselves and seek communication with other individuals for
personal relationships, friendship, or other correspondences. Social networking sites include,
but are not limited to, sites such as MySpace, Facebook, or Twitter.

When using websites and social media/networking sites, employees should consider possible
adverse consequences of inappropriate uses or postings, such as future employment, cross-
examination in court proceedings, and public as well as private embarrassment.

Employees are encouraged to seek the guidance of supervisors regarding any use or posting that
may adversely reflect upon the CCSO, the employee, a fellow employee, or a citizen.

1-831.3.1 PROCEDURES

A. Employees of the CCSO will not release agency documents, records, or information, or
discuss or divulge agency business, through social media networks/sites, unless
necessary for the performance of their duties, and prior permission is obtained from their
supervisor.

B. Employees of the CCSO will not conduct any personal or agency related business
through social media networks/sites which could have the potential of compromising an
investigation, or unnecessarily reveal the identity of any suspect, victim, or witness.

C. Employees who have personal web pages, or who utilize other types of internet posting,
which can be accessed by the public, will not:

1. Participate in or post any information including images which would likely have an
adverse effect on the reputation of the employee, another employee, or the CCSO
when that posting is related to a personal complaint and grievance about conditions
of employment that are not matters of public concern.

2. Display photographs, videos, artwork, caricatures, or other depictions of agency
badges, patches, uniforms, vehicles, or other property, which would likely have an
adverse effect on the reputation of the employee, another employee, or the CCSO.

3. Display sexual, lewd, violent, racial, ethically derogatory material, comments, pictures,
artwork, images, video, or other references which would likely have an adverse effect
on the reputation of the employee, another employee, or the CCSO.

D. Employees are responsible for all postings on their personal web pages and social
media sites. Should a third-party post information on an employee $social media site
which does not conform to the policies of the CCSO, it is the employee $responsibility to
remove the adverse posting immediately.

E. Prior to engaging in social networking, employees are strongly encouraged to review
CCSO policies and check with their immediate supervisor for guidance.
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1-831.4 SHERIFF& OFFICE OFFICIAL WEBSITES

The CCSO maintains its own website within the Calvert County Government website, and a social
media website on Facebook. The maintenance of those sites is the responsibility of the Sheriff or
their designee.

Unauthorized postings to those sites are prohibited. This does not preclude personnel from posting
comments as long as those comments are in compliance with CCSO policies.

1-831.5 ADMINISTRATIVE OR INTERNAL INVESTIGATIONS

Employees who are under administrative or internal investigation as it relates to this policy, may
be asked to provide access to the social media and/or social networking platforms which they
maintain or participate for investigative purposes.

1-900 IMPARTIAL POLICING

It is the policy of the CCSO that all investigative and enforcement traffic stops, field contacts,
searches and asset seizures and forfeitures will be based upon articulable and constitutionally
valid suspicions.

1-901 PURPOSE

This subchapter clarifies the circumstances in which race, ethnic background, gender, sexual
orientation, religion, economic status, age, cultural group or other identifiable groups or other
potentially improper criteria can legitimately be used as factors establishing reasonable suspicion
or probable cause. It reinforces procedures that serve to assure the public that the CCSO is
providing services and enforcing laws fairly, equitably, and impartially.

Specific instructions for the CCSO& implementation of 8§ 25-113 of the Transportation Article of
the Maryland Code, Race-Based Traffic Stops, is found in Chapter 12, Section 800.

1-902 DEFINITIONS

Investigative stop - A stop based on reasonable articulable suspicion or knowledge of criminal
activity. Information may originate with another deputy or by independent investigation.

Enforcement stop - A stop initiated as a result of an observed violation of the criminal or traffic
code.

Reasonable and articulable suspicion T Actions taken by the deputy must be reasonable under
the existing circumstances and based on the deputy's knowledge at the time. Deputies must
be able to point to and describe the specific factors that raised suspicions and led them to take
action in connection with the traffic stop.

Whren or "pretext" stop - The U.S. Supreme Court has determined that a law enforcement
officer who observes a traffic violation may stop the violator, even though the true reason for the
stop is the officer's interest in investigating whether the motorist is involved in other criminal
activity. The constitutional reasonableness of a traffic stop does not depend on the actual
motive of the individual officer. These types of traffic stops are known as Whren or "pretext"
stops.

OFFICE OF THE SHERIFF Effective: 1/29/09




Seizure - In the context of traffic stops, a seizure takes place when a deputy makes an
investigative or enforcement stop. Seizures during all traffic stops are subject to Constitutional
constraints.

Subsequent seizure - This form of seizure occurs when the original reason for the stop has been
satisfied and the deputy continues to detain the motorist and passenger(s). Once the underlying
basis for the initial stop has concluded, a police-driver or police-passenger encounter, which
implicates the Fourth Amendment, is constitutionally permissible only if (1) the driver and
passenger(s) consent to the continuing intrusion, or (2) the deputy has, at a minimum, a
reasonable, articulable suspicion that criminal activity is afoot.

1-903 GUIDING PRINCIPLES

A. Law enforcement officers have a duty and authority to investigate suspicious activities
that may be associated with the violation of criminal and motor vehicle laws. This duty
does not include pursuing hunches or stereotyping, but is limited to reasonable articulable
factors, which would likely lead any knowledgeable, reasonable deputy to the same
conclusion, i.e. that a violation is occurring or has occurred.

B. All enforcement actions, such as investigative detentions, traffic stops, arrests, searches
and seizures, etc., will be based on reasonable suspicion or probable cause as required
by statutes and the Fourth Amendment of the US Constitution.

C. Deputies must be able to articulate specific facts, circumstances, and conclusions that
support probable cause or reasonable suspicion for all enforcement actions.

D. Deputies may take into account the reported race, ethnicity, gender, or other potentially
improper criteria of suspects based on credible, reliable, locally-relevant information that
links persons of specific descriptive criteria to particular criminal incidents, or links specific
crimes in specific areas to groups of individuals of specific descriptive criteria.

E. Nothing in this or other provisions alters the deputies authority to conduct enforcement
actions or otherwise fulfill their enforcement obligations.

1-904 PROHIBITION OF PROFILING

The Calvert County Sheriff@& Office prohibits bias based profiling in traffic contacts, field contacts
and asset seizure and forfeiture actions. This policy is intended to reaffirm the Agency®
commitment to unbiased policing.

While Section 1-903 permits a deputy to take into account the reported race, ethnicity, gender,
or other potentially improper criteria of suspects, it does so only when credible, reliable, locally-
relevant information that links persons of specific descriptive criteria to particular criminal incidents,
or links specific crimes in specific areas to groups of individuals of specific descriptive criteria.

When those specific conditions do not exist, deputies will not consider race, ethnic background,
gender, sexual orientation, religion, economic status, age, cultural group or other identifiable
groups or other potentially improper criteria in establishing either reasonable suspicion or probable
cause.
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Persons will not be singled out or otherwise treated differently because of their race, ethnic
background, gender, sexual orientation, religion, economic status, age, cultural group or other
identifiable groups or other potentially improper criteria.

1-905 TRAINING

Deputies will receive annual training in subjects that promote and encourage impartial policing.
Applicable training subjects may include, but are not limited to deputy safety, courtesy, cultural
diversity, search and seizure, asset seizure and forfeiture, interview techniques, interpersonal
communication skills, and constitutional and case law.

1-906 POLICE-CITIZEN ENCOUNTERS

Police-citizen encounters, when done properly and professionally, have the potential to be positive
community relations tools and can be a means of confronting adverse anecdotal information.
Deputies will, as necessary and professionally appropriate, use techniques and strategies to
advance the reality of impartial policing. These techniques and strategies include, but are not
limited to:

A. Being courteous, polite, and professional.

B. Providing deputie snames and CCSO information and explaining reasons for the stops
as soon as practical, unless doing so compromises the safety of deputies or others.

C. Ensuring the lengths of traffic stops, investigative detentions, field contacts, etc. are no
longer than necessary to take appropriate actions.

D. Answering questions citizens may have, including any options for dispositions of related
enforcement actions.

E. Explaining the credible, reliable, or locally relevant information that lead to stops or
contacts, when no enforcement actions were taken.

F. Requesting the presence of supervisory deputies to allow citizens to voice their field
contact or enforcement related concerns.

G. Explaining the CCSO& complaint process.
1-907 VIOLATIONS OF POLICY

Violations of this policy, or portions thereof, shall result in counseling, remedial training and/or
disciplinary action as set forth in Chapter 4 of this manual.

1-908 ANNUAL REVIEW
The Assistant Sheriff will ensure yearly documented administrative reviews are conducted to
examine the CCSO& commitment to impartial policing. Dynamics that are to be included in

these reviews include, but are not limited to related General Orders, practices, and citizen
concerns.
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APPENDIX 1-A
Code of Ethics of the Sheriff and
Law Enforcement Officerd €ode of Ethics

The CCSO has adopted the National Sheriff& Association $ Code of Ethics of the Sheriff and Law
Enforcement Officer& Code of Ethics.

~ode of Ethics of the Sheriff

As a constitutionally elected Sheriff, | recognize and accept that | am given a special trust and confidence
by the citizens and employees whom | have been elected to serve, represent and manage. This trust and
confidence are my bond to ensure that | shall behave and act according to the highest personal and
professional standards. In furtherance of this pledge, | will abide by the following Code of Ethics.

| SHALL ENSURE that | and my employees, in the performance of our duties, will enforce and administer
the law according to the standards of the U.S. Constitution and applicable State Constitutions and
statutes so that equal protection of the law is guaranteed to everyone. To that end | shall not permit
personal opinions, party affiliations, or consideration of the status of others to alter or lessen this standard
of treatment of others.

| SHALL ESTABLISH, PROMULGATE AND ENFORCE a set of standards of behavior of my employees
which will govern the overall management and operation of the law enforcement functions, court related
activities, and corrections operations of my agency.

| SHALL NOT TOLERATE NOR CONDONE brutal or inhumane treatment of others by my employees nor
shall I permit or condone inhumane or brutal treatment of inmates in my care and custody.

| STRICTLY ADHERE to standards of fairness and integrity in the conduct of campaigns for election and |
shall conform to all applicable statutory standards of election financing and reporting so that the Office of
the Sheriff is not harmed by the actions of myself or others.

| SHALL ROUTINELY CONDUCT or have conducted an internal and external audit of the public funds
entrusted to my care and publish this information so that citizens can be informed about my stewardship
of these funds.

| SHALL FOLLOW the accepted principles of efficient and effective administration and management as
the principle criteria for my judgments and decisions in the allocation of resources and services in law
enforcement, court related and corrections functions of my Office.

| SHALL HIRE AND PROMOTE only those employees or others who are the very best candidates for a
position according to accepted standards of objectivity and merit. | shall not permit other factors to influence
hiring or promotion practices.

| SHALL ENSURE that all employees are granted and receive relevant training supervision in the
performance of their duties so that competent and excellent service is provided by the Office of the
Sheriff.

| SHALL ENSURE that during my tenure as Sheriff, | shall not use the Office of Sheriff for private gain.

| ACCEPT AND WILL ADHERE TO THIS CODE OF ETHICS. In so doing, | also accept responsibility for
encouraging others in my profession to abide by this Code.
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f ficer' le of Ethi

As a Law Enforcement Officer, my fundamental duty is to serve mankind; to safeguard lives and property;
to protect the innocent against deception, the weak against oppression or intimidation, and the peaceful
against violence or disorder; and to respect the Constitutional Rights of all persons to liberty, equality, and
justice.

I will keep my private life unsullied as an example to all; maintain courageous calm in the face of danger,
scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of others. Honest in
thought and deed in both my personal and official life, | will be exemplary in obeying the laws of the land
and the regulations of my department. Whatever | see or hear of a confidential nature or that is confided
to me in my official capacity will be kept ever secret unless revelation is necessary in the performance of
my duty.

I will never act officiously or permit personal feelings, prejudices, animosities, or friendships to influence
my decisions. With no compromise for crime and with relentless prosecution of criminals, | will enforce the
law courteously and appropriately without fear or favor, malice, or violence and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to be held
so long as | am true to the ethics of law enforcement. | will constantly strive to achieve these objectives
and ideals, dedicating myself before God to my chosen profession.... law enforcement.
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OFFICE OF THE SHERIFF
CALVERT COUNTY, MD

Subject: AGENCY ORGANIZATION \ Chapter 2
LVERT Affects: ALL PERSONNEL
COUNTY

Rescinds: Amends: 2-602on 12/1/20

EFFECTIVE DATE
September 11,2013

2-100 AGENCY ORGANIZATION

The CCSO has two major responsibilities -- providing police services to the citizens of Calvert
County and court services to the Circuit Court. This chapter of the Manual describes how the
Agency is organized to deliver those services.

2-101 RANK PRECEDENCE OF SWORN PERSONNEL

The order of rank precedence of sworn personnel of the CCSO in descending order, from that of
most authority, to that of least authority is:

Sheriff

Assistant Sheriff / Rank designated by the Sheriff (either Major or Lt. Colonel)
Captain (CAPT)

Lieutenant (LT)

First Sergeant (F/SGT) and Detective Sergeant (D/SGT)
Sergeant (SGT)

Corporal (CPL) Master

Deputy (MD) Senior

Deputy (SD) Deputy First

Class (DFC) Deputy

Sheriff (D/S)

The abbreviation of rank listed above for each rank is appropriate for all official documents and
correspondence. Personnel of this Agency will ensure that these abbreviations are used when
it is appropriate to use an abbreviation of rank.

The ranks identified above are used throughout the Agency. Regardless of where in the Agency
a position is located, it is equivalent to a position of the same rank elsewhere in the Agency.

2-102 COMMAND PROTOCOL

In the absence or unavailability of the Sheriff, their functions will be carried out by the
Assistant Sheriff or another person designated by the Sheriff or Assistant Sheriff.

Chapter 14 of this Manual describes the command structure of the CCSO for unusual occurrences.
Where personnel of different commands are engaged in a single operation, a

OFFICE OF THE SHERIFF Effective: 9/11/13

ksl "CALVERT COUNTY, MD 2-1 Gen. Order #13-0024
"%, Administrative & Operational Manual




commander designated by the Sheriff or Assistant Sheriff will have primary responsibility for the
operation. That commander will determine the chain of command for the joint operation.

In regular, daily Agency operations, the CCSO will follow the command structure as reflected in
the Agency organization chart. The first deputy arriving on the scene of an incident will be in
charge of the scene, until relieved by a commissioned or non-commissioned CCSO deputy of
higher rank.

2-103 DUTIES AND RESPONSIBILITIES OF COMMAND / MANAGEMENT

Under the direction of the Sheriff and Assistant Sheriff, the Command Staff will ensure that there
is communication among all components of the CCSO and that they regularly coordinate their
activities. Written communications, including revisions to this Manual, as necessary, are
encouraged as a means of transmitting information.

The Sheriff will hold meetings of all supervisors as needed for the purpose of notifying supervisors
of new developments. It is the supervis o rreasgonsibility to ensure that their subordinates are
briefed of the information presented at the meeting. Each such meeting will be preceded or
followed by a meeting of all command staff for the same purpose.

In addition to specific duties and responsibilities particular to their components, commanders
and supervisors will:

A. Ensure a uniform standard of discipline.

B. Periodically conduct staff meetings with employees under their supervision. The attendance
and minutes of such meetings will be recorded and maintained within the component, for
so long as they may be of value, but in no case for less than one year from the date of the
meeting. Staff meetings are for the purpose of:

1. Exchanging information and ideas at all levels of the component;
2. ldentifying problems and seeking solutions.

C. Email the minutes of the supervisorsémeeting to all personnel in a timely fashion.

D. Provide for frequent inspection of the facilities, equipment and personnel within the
component, and provide for prompt corrections of deficiencies discovered, as a result of
these inspections.

E. Ensure that all files and records are accurately maintained.

F. Ensure that all Agency property is properly maintained.

G. Assign personnel to meet workload requirements most effectively.

H. Account for the use of vehicles assigned to their component.

I.  Control and direct subordinates through direct supervision and leadership.

J. Maintain such working hours as may be necessary in order to accomplish the duties and
responsibilities associated with the supervision of their component.

K. Ensure the proper security, disbursement and accountability of funds entrusted to their
component.

L. Provide individual copies of work schedules for personnel who work rotating shifts.

M. Perform, at minimum, a twice-yearly inspection of all property and equipment.

N. Review the monthly activity/statistical reports for components under their supervision.

O. Conduct an annual review of the workload statistics on the components under their

supervision and forward a summary to the Assistant Sheriff.
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In circumstances where an incident has occurred where there may be a question as to the
Agency® liability, or those which may result in heightened community interest, the Sheriff,
Assistant Sheriff, and the on-call commander will be notified, outlining the incident that occurred.
The following are examples of such incidents as described above; however, it is not an all-inclusive
list:

Deputy involved shooting both on-duty and off-duty

Deputy involved accident with injuries

Deputy involved in a domestic violence case

An arrest of a deputy

Any incident where a deputy may be arrested for a criminal violation
A complaint by a citizen that could erupt into violence, such as a racial brutality complaint
Death or suicide at the Detention Center

Homicide

Child abduction

Critical missing person

Barricade incident

High speed pursuit

Natural disaster

Do o o Do Po o Po o Do Po Do Po Do

All other circumstances briefing information will be supplied via the Calvert County
Commander& Summary, email or daily roll call postings.

2-104 WORKLOAD ASSESSMENTS

The intent of this policy is to ensure proper workloads within the organization, along with
suitable allocation of personnel to handle such workloads in an equitable manner. The Patrol
function, the Investigative function, the Administrative function, and area specialized functions
will each be decidedly different in workload assessments. Each function shall rely on similar
activities to determine workloads, yet each will vary significantly in workloads handled. Allocation
will be based upon need.

All functions shall be evaluated on a consistent basis to determine if the needs of citizens are
met in terms of response and performance. An actual review of workload demands and allocation
of personnel shall take place as needed, by the_commanders of each bureau, with a report
submitted to the Sheriff through the Assistant Sheriff. These reports will include their findings and
recommendations. The reports will also aid the Assistant Sheriff while preparing the budget for
the following fiscal year.

Many factors influence workload demands, allocation and distribution of personnel, such as:
number of calls; complexity of calls; frequency of calls; location; time of day; day of the week;
officers me off, to include regular leave, holiday leave, annual and other forms of leave.

The Patrol function will be staffed in suitable numbers to handle the daily calls for service with a
minimum of call stacking. Service to the citizen should be in a timely manner and distribution of
personnel relates directly to number of calls during any particular time of the day and day of the
week. The Agency has established a minimum manpower standard for each shift: early shift
and late shift. These standards require that each shift be staffed by a suitable number of
deputies to effectively and efficiently handle calls for service. Those standards will be a part of the
annual review by the Patrol Commander.
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All assessments performed concerning workload and distribution of personnel should be done with
the ultimate goals of improvement of performance, effectiveness and efficiency. Assessments
should also identify geographic needs and potential changes, along with strengthening staffing
allocation needs in specific areas. These assessments and evaluations should impact the
operation of the Agency in a manner designed to effect constant improvement in law enforcement
services.

2-105 DISTRIBUTION OF PERSONNEL

The Agency manages distribution of personnel based upon need. Need is identified through
analysis of work load, crime occurrences, accident occurrences and locations, population-based
needs while reviewing calls for service and special crime, investigative and tactical needs.

Decision-making regarding distribution of personnel ultimately rests with the Sheriff. The decisions
concerning assignments are based upon input from the commanders of all bureaus within the
Agency and the Assistant Sheriff. A careful review concerning need will be conducted, keeping
the organizational needs in mind, and reported to the Sheriff for review prior to distribution and
assignment of personnel. Allocation of personnel is also reliant upon the budget process.
Allocation is based upon importance of need and the numbers reflective of those personnel
granted during any given fiscal year through approval of the Board of County Commissioners.

2-200 ORGANIZING PRINCIPLES
Command within the CCSO is based around several organizing principles:

A. When a position is charged with a responsibility for the accomplishment of a particular
task, the commensurate authority is conveyed to accomplish the responsibility.

B. Regardless of rank or current assignment, all sworn personnel are required to maintain a
level of general health and fithess sufficient to carry out the essential duties of their
positions, with or without reasonable accommodation. See 5-200 for more details.

C. All employees are accountable for the use of delegated authority.

D. Each supervisory employee, at every level of the Agency, is accountable for the
activities of employees under their immediate control.

E. Each employee is accountable to only one supervisor at any given time.

F. All communications, unless otherwise specifically directed, will follow the chain of
command.

The CCSO organizational structure also reflects the principle that each component is under the
direct command of only one supervisor.

2-201 SPECIALIZED ASSIGNMENTS

Specialized assignments require special training in the field of endeavor, specific re-training and
in some cases certification to perform the specialized function. Experience in the specialized
field is encouraged.

The following positions within the CCSO are considered part-time, specialized assignments and
are in addition to the deputy®& regular assignment:

A Field Training Officer (FTO)
A Hostage Negotiator
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Conflict Management Team

Stress Management & Resource Team (SMART)
Honor Guard

Drug Recognition Expert

Intoximeter Operator

Firearms Instructor

Polygraph Examiner

Bike Patrol Unit

Motor Unit

Crash Reconstruction Unit

The following positions are full-time specialized assignments:

Bo Do Do Do Po o P

2-300

K-9 Master Trainer (civilian)

Criminal Detective

Drug Enforcement Detective

Southern Maryland Information Center (SMIC) Detective
Warrant Unit

Professional Standards Detective

K-9 Deputies

DUTIES AND RESPONSIBILITIES OF THE SHERIFF

The Sheriff is an elected State Official who has duties and responsibilities assigned by the
Maryland State Constitution, the Common Law and Statutory Law of the State of Maryland.
Some of the duties and responsibilities of the Sheriff are found in the following list. This list is for
informational purposes and places no additional duty or responsibility upon the Sheriff, not already

found in law.
The Sheriff:

A s the final authority for all matters of policy, operations and discipline.

A Establishes orders, rules and regulations for the administration of the Agency.

A Is the final approval authority for all additions, deletions or changes to the Manual.

A s the authority for all planning, direction, coordinating, controlling and staffing activities
of the Agency.

A Is architect and approval authority for the Agency& organizational structure.

A Provides for the oversight of the efficiency and effectiveness of all Agency operations
and functions.

A Provides direction to maintain all Agency functions and operations within the framework
provided by law.

A Provides for the maintenance of cordial and effective relationships between the Agency,
other government agencies, political entities, the business community, civic organizations
and the citizens.

A Provides for Agency staffing by presenting requests for funding to the Calvert County
Board of Commissioners, and through such, other avenues of revenues as may be
appropriately available for this purpose.

A Administers funds to accomplish the Agency& goals and objectives.

A Provides for the establishment and maintenance of goals and objectives for the Agency.

A Establishes standards of performance and moral character for the Agency& employees.
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2-301

Establishes the various duties and responsibilities for components of the Agency and its
employees.

Provides training and leadership to employees in order to accomplish the goals and
objectives of the Agency.

NOTIFICATION OF SHERIFF IN EVENT OF CERTAIN OCCURRENCES

As the CCSO®& Chief Executive Officer, the Sheriff will be notified FIRST and briefed immediately
of certain significant events. Examples of those types of events include the following:

Do Do o Do Po Do Do Do Do Do Do o Do P

Homicides

Other death investigations that are suspicious in nature
Sexual assaults

Robberies

First degree assaults

Fatal crashes

Barricades

Home invasion

Suicides

Use of force incidents resulting in death or serious bodily injury
Departmental crashes involving injury or death
Departmental shootings

Domestic violence situations involving a CCSO employee

Any action by a CCSO employee, which may result in a significant loss of CCSO or
citizen property

If the Sheriff cannot be reached via cell phone or at home, the notification will be made to the
Assistant Sheriff.

After notifying the Sheriff, if a commander is not working or on the scene, the on-call
commander will be notified. Notifications will be followed up with a commanderd s-mail by either
the on-duty supervisor, SCO, or investigator outlining the events.

If the event does not meet the above criteria for an immediate notification to the Sheriff, but
circumstances may rise to the level of a command notification, then a commander &esmail will
suffice. Examples of those types of events are:

A
A
A

A

Commercial Burglaries

Vehicle Pursuits where there is no injury or damage to person(s) or property

Unattended Deaths where there are no suspicious circumstances (Provide Name and
DOB)

Departmental Crashes where there is no injury and/or minimal damage to property

A Or any other event, which in a deputy® view, may result in a heightened community or

media interest.
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2-310 EXECUTIVE ADMINISTRATIVE AIDE

The Executive Administrative Aide performs executive administrative support and office
management work in support of the Sheriff and Assistant Sheriff. Her responsibilities include
the following:

Process leave/overtime slips and prepare payroll.

Monitor and maintain the CCSO budget.

Order supplies and approve payment of same.

Maintain personnel files and ensure confidentiality of same.

Communicate with vendors in reference to services, problems, etc. on behalf of
department personnel.

Ensure compliance with County and departmental policies.

Oversee petty cash fund and use of Agency credit cards.

Process Sheriff& fees collected.

Maintain all office equipment and arrange for repair or replacement when needed.
Assists callers in making use of departmental services.

Receive, screen and route mail.
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2-400 ASSISTANT SHERIFF T MAJOR OR LT. COLONEL

The Assistant Sheriff is a sworn officer who is designated fsecond in command,0as provided for
in the Courts and Judicial Proceedings Article (CJ 8§ 2-310) of the Annotated Code of Maryland.
The Assistant Sheriff is responsible to fulfill the duties and responsibilities of the Sheriff during
periods of absence or incapacitation of the Sheriff.

In addition to, and/or as enumerated by, the position description for their position, the
Assistant Sheriff will have the following duties and responsibilities:

A Provide direct supervision of the bureau commanders.

A Provide the Sheriff with timely and complete information concerning all the activities
under the Assistant Sheriff& control, and any information received having a significant
impact upon the Agency, its areas of responsibility or its operations.

Continually monitor the functions and personnel under the command and control of the
position of Assistant Sheriff in order to determine their proper functioning.

Make recommendations to the Sheriff for improvements in policies and procedures in
order to enhance the effectiveness and efficiency of the Agency.

Coordinate efforts in response to unusual occurrences, marshaling the resources of the
Agency and acting as advisor to the Sheriff.

Authorize policy documents for inclusion in the Agency Manual on behalf of the Sheriff.
Make recommendations to the Sheriff for development of both long and short-term
goals.

Write and manage the Agency budget.

S S I S S

2-410 OFFICE OF PROFESSIONAL STANDARDS

The Office of Professional Standards is responsible for conducting, coordinating, and supervising
administrative investigations of Agency employees in accordance with all applicable laws. Other
responsibilities include:
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A Communicates with the Sheriff, Assistant Sheriff, and all Bureau Commanders regarding
personnel issues.

A Maintains and reviews the following Agency records to include citizen and internal
complaints against personnel: Use of Force reports, Agency Vehicle Accidents, Vehicle
Pursuit reports, Civil Lawsuits, and authorized secondary employment paperwork to ensure
conformance with Agency policy and procedures.

A Monitors the Agency& Personnel Early Warning System, and reports activations of the
system to the Assistant Sheriff and the appropriate bureau commander.

A Coordinates and provides support for Administrative Trial Boards.

A Coordinates with legal counsel regarding all civil lawsuits brought against the Calvert
County Sheriff@& Office and its personnel.

2-411 OFFICE OF PROFESSIONAL STANDARDS COMMANDER

The Office of Professional Standards (OPS) Commander is responsible for all operational and
administrative functions of OPS. The OPS Commander reports directly to the Assistant Sheriff.

The OPS Commander& responsibilities include, but are not limited to the following:

A Communicate with the Sheriff, Assistant Sheriff, and Bureau Commanders on a frequent
basis regarding OPS investigations, conduct and practices that pose potential negative
impact to the agency, and training opportunities and necessities.

Conduct and oversee OPS investigations.

Assign professional standards investigations to OPS investigators.

Administrator of the Professional Standards tracking software IAPRO and Blue Team
application.

Prepare annual OPS statistical information for the Assistant Sheriff.

Inspect personnel, equipment and other resources assigned to OPS on a regular basis.
Assist with the preparation of disciplinary Trial Boards.

Other responsibilities at the direction of the Sheriff or Assistant Sheriff.
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2-500 PATROL BUREAU

The Patrol Bureau is a proactive bureau within the CCSO, which provides immediate police
services to the citizens of and visitors to Calvert County. The Patrol Bureau& primary goal is
the development and maintenance of a safe and orderly environment for the people who are within
the geographical boundaries of Calvert County. The Bureau provides uniformed patrol
coverage, 24-hours per day, seven (7) days per week in order to respond to calls for service, deter
criminal activity and watch for conditions, which pose a public danger.

The Patrol Bureau consists of uniformed Patrol squads, and their supervisors, who work rotating
shifts in order to provide immediate, 24-hour law enforcement coverage. It also includes the
court scheduling; the Community Action Team; the Crime Suppression Team; the Agency fleet;
the mobile data terminal, body camera and in-car video camera systems; Bureau grant projects;
Sheriff® communications operators; and civilian personnel, specifically assigned to the Bureau.

2-501 PATROL BUREAU COMMANDER

The Patrol Bureau Commander is a sworn position with the rank of captain and responsible
directly to the Assistant Sheriff. He is responsible for the direct supervision of Assistant Patrol
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Commanders and the Commander of the Twin Beaches. He is also responsible for the direct
supervision of administrative duties pertaining to the daily operation of the Bureau, and the
performance of all personnel assigned to the command.

The Patrol Bureau Commander is responsible for, but not limited to the:

Initial response to all calls for service which are directed to the Bureau.

Patrol of all areas of the County with the purpose of crime prevention and detection.
Detection of conditions which present a hazard to the citizens of the County.

Removal of hazards and/or warning of citizens of such hazards if it is within their
ability to do so, using the available resources of the Agency and County.

Do I I o

The Patrol Bureau Commander will inspect the personnel, equipment, facilities and other
resources assigned to the command on a regular basis. They will be responsible to maintain
these elements of the command in compliance with the policies set forth in this Manual and in
other official directives of the Agency.

2-502 PATROL BUREAU DEPUTY AND ASSISTANT COMMANDERS

The Patrol Bureau Deputy and Assistant Commanders are sworn command positions, holding
the ranks of lieutenant, or first sergeant respectively. They will assist the Bureau Commander in
fulfilling the responsibilities associated with the management of the Bureau and its respective
functions.

In the absence of the Bureau Commander, he will designate either the Deputy or Assistant
Commander to assume full command of the Bureau with the same responsibilities, objectives, and
functions of the Commander.

2-503 PATROL SERGEANTS

Sergeants assigned to the Patrol Bureau are generally responsible for and supervise a Patrol
squad consisting of at least one corporal and a complement of deputies first class and deputy
sheriffs. Patrol sergeants directly supervise corporals assigned to the Patrol Bureau. Sergeants
assigned to the Patrol Bureau serve as the Patrol supervisor while their respective squads are
on duty. There will be a sergeant or corporal assigned to assist the SCO during the day and late
shifts, as needed, or at the request of the SCO due to a significant increase in the daily
workload. The sergeant may be required to serve as duty officer during the early and late shifts
in the absence of the SCO. The duty officer will remain in the front office area of the Sheriff&
Office to answer phones, greet the public, and make decisions concerning Sheriff& Office
business as they present themselves. The sergeant has the authority to designate any sworn
member of their respective squad as the duty officer.

Sergeants assigned to the Patrol Bureau have the ultimate responsibility of ensuring that
personnel under their command comply with Agency policies and procedures, complete
assignments as required, perform the duties of a deputy sheriff, submit required reports and
other documents by assigned due dates and in accordance with Agency policy, directives, and
state laws.

2-504 PATROL CORPORALS

Corporals assigned to the Patrol Bureau directly supervise DF Cs@and deputies assigned to their
respective squads. Corporals assigned to the Patrol Bureau act as the Patrol supervisor in the

absence of the sergeant. Corporals assigned to the Patrol Bureau assume the same
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responsibilities as the sergeant with respect to ensuring that personnel under their command
comply with Agency policies and procedures; complete assignments as required; perform the
duties of a deputy sheriff; submit required reports and other documents by assigned due dates,
and in accordance with Agency policy, directives, and state laws.

2-505 PATROL MASTER DEPUTY, SENIOR DEPUTY, AND DEPUTY FIRST CLASS
Patrol master, senior, and deputies first class will have the following duties and responsibilities:

Patrolling the County

Conducting business checks

Seeking to prevent crime

Apprehending and processing violators of the law

Enforcing motor vehicle laws and promoting highway safety

Investigating vehicle collisions

Serving criminal and civil process

Rendering assistance to persons, where health or property may be in jeopardy
Conducting preliminary investigations of all cases where the Criminal Investigation
Bureau does not respond, including:
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0 Observing all conditions, events and remarks

o Identifying, locating and interviewing the complainant/victim and all withesses

0 Maintaining, protecting, processing or arranging for the processing of the crime
scene and the collection of evidence

0 Maintaining records, and

o Preparing reports

A Acting in a supervisory role in the absence of a supervisor
2-506 PATROL DEPUTY

A Patrol deputy has the same responsibilities as a deputy first class (above), except that they do
not take a supervisory role in the absence of a supervisor.

2-510 CRIME SUPPRESSION TEAM (CST) / COMMUNITY ACTION TEAM (CAT)

Both the Crime Suppression Team and Community Action Team fall under the authority of the
Patrol Bureau and encompass, but are not limited to the following duties and responsibilities:

Traffic enforcement activities

Community patrols and enforcement activities

Drug Abuse Resistance Education (DARE) Program
Crime prevention activities

Recruitment activities

Honor Guard

Bike Patrol Unit

Motorcycle Unit

To o Do Do Do Po o P
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2-511 CRIME SUPPRESSION TEAM / COMMUNITY ACTION TEAM SUPERVISOR

The Crime Suppression Team / Community Action Team Supervisor is responsible to direct and
monitor Agency selective traffic and criminal enforcement activities. This responsibility is
addressed both by deploying the resources of the CST and CAT, as well as recommending specific
locations for special enforcement to supervisors of other bureaus or agency components. When
recommendations are made, the specific enforcement actions will be outlined to include the
agency® expectations. Traffic, criminal, or community issues requiring special enforcement action
will be detailed citing the specific times of day and days of the week when the problems are most
likely to occur.

2-520 PATROL CIVILIAN SUPPORT SERVICES
2-521 SHERIFF&G COMMUNICATIONS OPERATOR SUPERVISOR (SCO SUPERVISOR)

The SCO Supervisor supervises the SCO& and answers directly to the Patrol Bureau Assistant
Commander. This critical supervisory position is responsible for the daily activities of the
Sheriff®@ Communications Operators assigned to the Calvert County Sheriff& Office. Work
involves planning, assigning, supervising, training, assisting and evaluating the work of assigned
personnel. Supervisory duties are carried out in accordance with general work instructions and
established office practices, procedures and precedents.

2-522 SHERIFF&G COMMUNICATIONS OPERATOR (SCO)

The SCO is assigned to the front office of the Sheriff& Office and answers directly to the SCO
Supervisor in reference to all administrative needs, training, and performance evaluations. As
the SCO Supervisor does not generally work shift work, the SCO is often under the direct
supervision of the Patrol supervisor for daily operations.

The SCO performs general office clerical work in the front office of the Calvert County Sheriff&
Office. The work involves learning office functions and procedures such as telephone and
visitor reception, computer operation, photocopy machine operation, and other general office
clerical tasks. The work requires ability to operate keyboard device and interface with various
law enforcement and public safety computer systems. The work is performed under general
supervision of sworn staff or higher graded civilian staff.

2-523 PATROL BUREAU OFFICE SPECIALIST I

There is an Office Specialist Il (OS Il) assigned to the Patrol Bureau. The OS Il reports directly to
the Patrol Bureau Deputy Commander. The OS Il prepares the monthly schedule for the
Patrol Bureau, compiles traffic citation data, compiles statistical reports, maintains records for DUI
related arrests, maintains files for traffic accident reports, maintains files for racial profiling data
collection, maintains files for equipment repair orders, prepares memos and correspondence,
schedules meetings, and other duties as they relate to the operations of the Patrol Bureau.

2-524 PATROL BUREAU OFFICE ASSISTANT I

The Office Assistant Il (OA II) assigned to the Patrol Bureau is supervised by the Patrol Bureau
OS II. Her responsibilities include:

A Processes accident reports and DWI sdnto computer database, codes and verifies data;
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Transmits accident reports and DWI investigations to the State®& Attorney& Office, the
courts, other state agencies, and private insurance companies;

Composes correspondence, reports; and statistics;

Serves as Smooth Operator Coordinator for the State of Maryland;

Processes and maintains vehicle impound information;

Serves as backup to the Patrol Bureau Office Specialist Il supervisor; and

Serves as backup to the Program Administrator for the Delta Plus Software Program.
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2-525 AUTOMATED ENFORCEMENT PROGRAM (AEP) ADMINISTRATOR

The AEP Administrator is a sworn contract deputy position, which oversees the Automated
Enforcement Program. This position reports directly to the Patrol Bureau Commander.

The Automated Enforcement Program encompasses the Sheriff@& Office Speed and Red Light
Camera program, as well as the Body Worn Camera, and In-Car Video Programs.

Responsibilities include, but are not limited to, handling telephone inquiries, reviewing and
approving citations for accuracy and completeness, resolving any camera issues, reviewing and
disseminating body camera and in-car video footage, and conducting other assighed support
functions.

The AEP Administrator will be required to complete court packets and other court related
documents, as well as testify in court as to the validation of the speed and red-light camera
citations.

2-600 CRIMINAL INVESTIGATIONS BUREAU

The Criminal Investigations Bureau consists of the Criminal Investigations Unit; Drug Enforcement
Unit; Fugitive/Warrant Unit; Crime Scene Unit, LiveScan fingerprinting; Records Unit; School
Liaison Program; SMIC Detective; Orders of Protection; and the Property Management function.

CIB is charged with the responsibility of investigating serious crimes that occur in Calvert
County. Detectives also investigate more complex and time-consuming crimes such as identity
theft and computer/internet crimes. For a detailed list of crimes handled by CIB, see Chapter 15.

2-601 CRIMINAL INVESTIGATIONS BUREAU COMMANDER

The Criminal Investigations Bureau Commander is a sworn position with the rank of captain.
The Commander shall be responsible directly to the Assistant Sheriff for all matters pertaining to
the Criminal Investigations Bureau. The Commander is responsible for the administration of all the
personnel assigned to the Bureau. The Commander shall:

A Develop programs and policies which foster close cooperation between CIB personnel
and other personnel within the CCSO.

Develop policies to ensure criminal investigations are conducted properly and prepared
for presentation before the courts.

Provide personnel and resources assigned to CIB for response to crime scenes and
requests for assistance.

Assist other law enforcement agencies with ongoing criminal investigations.

Provide methods for the exchange of information between the CCSO and other law
enforcement agencies in matters of mutual interest.
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OFFICE OF THE SHERIFF Effective: 9/11/13
“"CALVERT COUNTY, MD 2-12 Gen. Order #13-0024




A Evaluate the methods of operation of CIB and make recommendations for its
improvement.

A Train subordinate personnel in the operation and management of CIB.

A Inspect or cause to be inspected all personnel and equipment under their command
on a periodic basis.

2-602 CRIMINAL INVESTIGATIONS BUREAU DEPUTY AND ASSISTANT COMMANDERS

The Criminal Investigations Bureau Deputy Commander and Assistant Commander are sworn
command positions and hold the rank of lieutenant and first sergeant respectively. They report
directly to the CIB Commander. These commanders are responsible for the administration and
day to day operations of the Bureau, which includes the following units:

Criminal Investigations Unit

Drug Enforcement Unit
Warrant/Fugitive Unit

School Liaison Unit

Child and Adult Protective Unit
Orders of Protection Office Specialist |
Property/Evidence Function

Crime Scene Unit

Records Section

SMIC

Crime Analyst

P1O Press Relations

Polygraph Unit (6 examiners)

Special Projects Coordinator (Annual Report)
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The Deputy Commander and Assistant Commander shall ensure that all the responsibilities of the
various units are handled in the most efficient and effective manner possible. The Assistant
Commanders will ensure that the various functions are staffed in a manner which provides support
to the Agency Patrol function, while providing for the necessary investigation of the cases
currently active within the Bureau.

The Deputy Commander and Assistant Commander will maintain an awareness of the current
workloads of the various units within their Bureau and adjust assignments to compensate for
uneven workloads. They will be aware of any major investigations currently under way and will
ensure that the Criminal Investigations Bureau Commander is kept apprised of the status and
progress of such cases. The Deputy Commander and Assistant Commander will keep informed
with regard to all the functions of the Criminal Investigations Bureau through close cooperation
with the Drug Enforcement Unit Supervisor, Warrant/Fugitive Supervisor and the Bureau
Commander. The Deputy Commander will assume the responsibilities of the Bureau Commander
in their absence.

2-603 CRIMINAL INVESTIGATIONS BUREAU SERGEANTS & CORPORALS
Sergeants and corporals are detectives with supervisory responsibilities within the Criminal

Investigations Bureau. They handle a caseload, along with supervising the detectives assigned
to them.
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2-604 CRIMINAL INVESTIGATIONS BUREAU DEPUTIES & DEPUTIES FIRST CLASS
Deputies and deputies first class within CIB are assighed as detectives and do the following:

A Stay apprised of current legal decisions and updates which have an effect on
investigations (i.e., search and seizure procedures, criminal law updates, revisions, etc.).

A Fairly and impartially investigate all cases assigned.

A Attend all assigned training and notify their supervisor of any relevant training opportunities
that arise.

A Periodically attend Patrol roll calls in order to provide for an exchange of information.

A Assist other deputies and outside agencies/investigators with investigations.

A Interview complainants, victims, witnesses, and suspects.

A Document, photograph and recover evidence.

A Arrange for sexual assault forensic exams of victims, when appropriate.

A Obtain and execute search and seizure warrants.

A Obtain subpoenas and releases for information pertinent to investigations from such
sources as banks, hospitals, phone companies, and other government or private
organizations.

A Document investigations on appropriate forms.

A Cooperate with the State® Attorney& Office to prepare cases for court presentation, and

will be prepared to testify in any criminal matter as needed.
2-610 DRUG ENFORCEMENT AND CRIMINAL INTELLIGENCE
2-611 DRUG ENFORCEMENT UNIT

The Drug Enforcement Unit is a section within the Criminal Investigations Bureau. A Sheriff&
Office supervisor has been designated as the unit supervisor. The Drug Enforcement Unit is
responsible for investigating felony drug violations within Calvert County, concentrating on the
sales and distribution of illicit drugs.

2-612 SMIC DETECTIVE

The Calvert County Sheriff's Office participates in the Southern Maryland Information Center
(SMIC), which is a multi-jurisdictional task force formed in 2007 to enhance the development
and sharing of criminal intelligence in the Southern Maryland region. The Calvert County Sheriff's
Office has a minimum of one (1) sworn officer assigned to SMIC. This officer serves as the primary
intelligence officer for the agency and is responsible for the regular flow of information between
SMIC and the CCSO.

2-613 DRUG INTELLIGENCE PROGRAM COORDINATOR

The Drug Intelligence Program Coordinator is a full-time contract position, whose function is to
work with the Drug Enforcement Unit and other law enforcement agencies in researching,
collecting data, and investigating drug activities in the County. Other responsibilities include
analyzing reports, traffic stops, and drug intelligence; examining overdose cases for prosecutorial
purposes; and ensuring partnerships are in place with other agencies for responding to both fatal
and non-fatal drug overdoses. They will enter all drug investigations, drug seizures, drug arrests,
heroin and opioid overdoses, and other drug related activities into HIDTA  (High Intensity Drug
Trafficking Areas) Case Explorer, as well as assist with drug- related cellular phone extraction.
The work is performed under the supervision of the Drug Enforcement Unit Supervisor.
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2-614 CRIME ANALYST

The Crime Analyst is a non-sworn position specializing in identifying crime patterns, suspect
patterns, and possible identification of persons perpetrating crime, and disseminating information
that helps develop tactics and strategies to solve crime patterns and trends. Other responsibilities
are as follows:

A Networks with other regional crime intelligence analysts and law enforcement agencies
to share intelligence, strategies, training, and techniques;

Reviews calls for service and compares with past reports;

Reviews other agency bulletins and information, local newspapers, and research material
that may have an effect or be connected to crime in Calvert County;

Prepares crime trend reports and bulletins to include statistical abnormalities, modes of
operation, movement patterns, mapping, and charts products based on analysis;
Disseminates pertinent information to the appropriate bureau commander;

Uses various law enforcement databases and crime mapping software to discern
possible patterns or trends to prepare for CompStat;

Provides analytical and technical support to the Southern Maryland Information Center;
and

Prepares charts, graphs, statistics, and maps for cases going to trial, as required by
investigators, deputies, and the Calvert County SAO.
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The Crime Analyst works under the supervision of the Deputy Commander of the Criminal
Investigations Bureau.

2-620 WARRANT/FUGITIVE UNIT

The Warrant Unit is responsible for the service of criminal process such as arrest warrants, bench
warrants, civil/child support warrants, and criminal summonses.

2-621 WARRANT/FUGITIVE UNIT SUPERVISOR

The Warrant/Fugitive Unit Supervisor is responsible for the daily operation of the unit. The
supervisor maintains a close working relationship with the courts and other concerned agencies.
The supervisor maintains monthly and yearly statistics for reporting purposes. The supervisor is
also responsible for making arrangements for all fugitive extraditions.

2-622 WARRANT/FUGITIVE UNIT DEPUTIES

Deputies assigned to the Warrant/Fugitive Unit are responsible for the service of criminal
process assigned to the Calvert County Sheriff& Office. Two of the positions within the unit are
grant funded and their primary responsibility is the service of child support warrants.

2-623 OFFICE ASSISTANT Il (WARRANT UNIT)

The Office Assistant Ill assigned to the Warrant Unit is responsible for data entry of civil and
criminal warrants/processes. The Office Assistant Il enters, modifies, clears, cancels, etc., civil
and criminal warrants/processes in the Agency computer system. She ensures that warrants are
entered and cleared in METERS and NCIC as needed. The Office Assistant Ill prepares
warrants and other process for assignment to a deputy.
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2-624 OFFICE ASSISTANT Il (WARRANT UNIT)

The Office Assistant Il within the Warrant Unit assists the Office Assistant Il with her duties as
described above. In addition to those duties, the Office Assistant Il assists other administrative
staff as needed.

2-630 SCHOOL LIAISON DEPUTIES

Under a mutual agreement with the Calvert County Board of Education, the Calvert County
Sheriff& Office provides school liaison deputies to the county middle and high schools, with the
elementary schools being covered as needed. The school liaison deputies are assigned to the
Criminal Investigations Bureau. The Criminal Investigations Bureau Assistant Commander who
supervises the School Liaison Unit will have overall responsibility for the Agency& juvenile
operations. However, the responsibility for participating in or supporting the Agency® juvenile
operations will continue to be shared by all components and employees of the Agency.

The school liaison deputy is an important part of the Agency& delinquency prevention strategy
and mentorship program. It is an intensive education and proactive initiative to intervene in juvenile
delinquency before it becomes problematic. It is also a quasi-mentorship program to foster
positive relationships between the police and youth, as well as an added educational resource in
our schools. School liaison programs provide a forum through which students, parents, faculty,
and law enforcement officers can become acquainted and as a result earn mutual respect.

2-631 DUTIES AND RESPONSIBILITIES
The school liaison deputies have the following duties and responsibilities:

A The deputy primarily works in the County high schools, but also works within the middle
schools and elementary schools.

A Take appropriate action for any onsite situations requiring police attention and when
available, will conduct preliminary investigations involving school students.

A Conduct classroom instruction on prevention of delinquency and education on

appropriate subjects to elementary, middle, and high school students, faculty, parents, and

staff.

Inform the various school administrations of current student criminal involvement and

criminal trends that affect the safe environment of the school.

Act as a resource to deputies and detectives regarding juvenile matters.

The deputy works very closely with the Department of Social Services and assists them

with investigations that involve children within the school system.

Work very closely with the Department of Juvenile Services regarding issues such as

truancy and family matters outside of school.

Provide individual mentoring and guidance to students as necessary.
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2-632 ANNUAL REVIEW

Annually, prior to the beginning of each school year, the school liaison deputies meet with
various members of the school administrations to review the events and issues of the previous
school year to determine what changes/improvements can be made.
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2-633 WORK SCHEDULE

The school liaison deputies generally work the hours and days that school is in session. When a
deputy is not working on a school day due to leave or some other circumstance, they are
responsible for coordinating with the CIB Deputy Commander to ensure that other personnel
cover their area of responsibility.

During the summer, when school is not in session, the school liaison deputies participate in juvenile
related activities such as, Camp Jr. Sheriff, Camp Cops, and the Junior Police Academy. If
feasible, they will also attend annual police in-service training during that time. When not
tasked with these duties, the deputies can be temporarily assigned to Patrol duties, investigative
duties, or any other duties necessary to assist other units or bureaus within the Agency. The
CIB Deputy Commander will be responsible for coordinating these duties.

2-634 COOPERATION WITH THE DEPARTMENT OF JUVENILE SERVICES

All members of the Calvert County Sheriff& Office will cooperate with personnel from the
Department of Juvenile Services. Agency policies and procedures relating to juveniles will be
provided to personnel from the Department of Juvenile Services for review and comment.

2-640 PROPERTY AND EVIDENCE
2-641 PROPERTY / EVIDENCE MANAGER

The Property/Evidence Manager is a civilian position within the Sheriff& Office. The
Property/Evidence Manager maintains safe custody of evidence/property to ensure the accuracy
of records and proper cataloging of property. Their work involves the safe keeping and accounting
of seized money to include deposits to the Treasure r Office. The Property/Evidence Manager
tracks vehicles at the impound lot and routinely conducts authorized removal of personal property.

2-642 CRIME SCENE TECHNICIAN

Crime scene technicians are civilian positions within the Sheriff& Office Criminal Investigations
Bureau. They are responsible for processing the scenes of criminal events to locate, identify,
collect, preserve and examine physical evidence. Their duties include lifting latent fingerprints,
taking specialized photographs, developing and preparing specialized drawings and diagrams
necessary for the prosecution of a particular case, and providing expert testimony in court.

The crime scene techs also oversee all aspects of the LiveScan fingerprinting program:
scheduling appointments, fingerprinting, processing, collecting fees, and maintaining records.

2-650 CIB SUPPORT SERVICES

2-651 RECORDS EXECUTIVE ADMINISTRATIVE AIDE

The Records Executive Administrative Aide provides support to CIB, as well as supervises the
three Record soffice assistants within the bureau. Additionally, the Records Executive
Administrative Aide is the Quartermaster and will provide support to the entire agency for

issuing and replacing personal protective equipment and uniforms. Their other responsibilities
include the following:

A Process and manage the Maryland Uniform Crime Reporting (UCR);
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Oversee and manage Public Safety technology to include software and hardware;
Provide administrative support;

Provide supervision for records staff;

Coordinate, manage, distribute, and maintain the security of all clothing and equipment;
Provide user training on the Agency Records Management System;

Process expungements;

Liaison for CJIS (Terminal Agency Coordinator and Site Security Coordinator);
Coordinate and manage audits (METERS/NCIC, fingerprint, and juvenile holding);
Assist CIB detectives by balancing the DEU financial ledger; and

Investigate and request titles for forfeited vehicles based on court orders.
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2-652 RECORDS OFFICE ASSISTANT Il
The Office Assistant Ill is responsible to:

A Process all case reports for both the Patrol Bureau and Criminal Investigations Bureau
personnel, by coding and merging data into the Agency Records Management System
and scanning accompanying documents;

Enter monthly Youth Report statistics into the Maryland Gove r n dOffiée ®f Crime
Control and Prevention database;

Enter warrant/summons arrest data for criminal report cases;

Maintain the missing persons files;

Back-up for the Records Administrative Aide;

Assist with processing requests for criminal police reports, and

A Assist with processing criminal background investigations for investigators.
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2-653 RECORDS OFFICE ASSISTANT Il (1)

There are two Records Unit Office Assistant | 4, éach with separate duties and some that
overlap. The Records Office Assistant Il (1) is responsible to:

Write the weekly crime blotter;

Respond and process requests for criminal police reports;

Complete monthly property validations;

Enter criminal citation data;

Assist with processing expungements;

Assist with merging and scanning data in the Agency Records Management System;
and

Assist with processing criminal background investigations for investigators.
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2-654 RECORDS OFFICE ASSISTANT Il (2)
The Office Assistant Il (2) is responsible to:

Verify and consolidate records in our Agency Records Management System;
Process criminal background investigations for investigators;

Back-up for the Orders of Protection Office Specialist I, as needed,;

Verify and conduct the inventory for the entire Sheriff& Office;

Assist the Warrant Unit® Office Assistant Il and Office Assistant Il with entering
warrants and summonses;

Assist with processing requests for criminal police reports; and

e Do e oo
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A Assist with merging and scanning data in the Agency Records Management System.
2-655 ORDERS OF PROTECTION OFFICE SPECIALIST I

The Orders of Protection Office Specialist 1l (OPOS II) provides support for the Patrol Bureau
and Criminal Investigative Bureau during civilian hours, Monday - Friday. They answer to the
Criminal Investigations Bureau Assistant Commander. Their responsibilities include:

A Acting as the point of contact for petitioners, respondents and representatives from other
agencies for protective and peace orders.
A Court liaison for domestic violence cases.
A Process protective and peace orders.
0 Review and research orders for errors and missing information, and contact
applicable parties, courts or agencies to correct or obtain information.
o Enter orders in local network for reference and to prevent backlogs.
o0 Complete required documentation and forward to Control Center for entry in
METERS/NCIC.
0 Log orders on Protective/Peace Order Gun Log Sheet to be assigned by the Duty
Office for service attempts.
0 Research and update personal identifiers in local network for accuracy of records,
validations, audits, and to prevent respondents from purchasing registered firearms.
o Forward Returns of Service to originating Maryland courts and out of state law
enforcement agencies, and service updates to the Control Center.
A Apply for domestic violence grants, maintain statistics, and prepare and submit annual
and quarterly grant reports.
A Maintain and purge protective and peace order files.

2-656 PUBLIC INFORMATION PROGRAM ASSISTANT (PIPA)

The Public Information Program Assistant is assigned to the Criminal Investigations Bureau and
reports to the Sheriff& designee. Their responsibilities will include the day to day release of
information to the media as directed by the CIB Commander.

2-657 SPECIAL PROJECTS COORDINATOR

The Special Projects Coordinator reports directly to the CIB Commander and is responsible for
the coordination of Agency-wide projects and coordination of assignments or teams to
accomplish objectives and goals. Some of the Coordinato r &sponsibilities include:

Implementing Public Safety software project initiatives.

Interacting with various federal, state, and local offices.

Coordinating Annual Report.

Tracking purchase orders and other aspects associated with projects when necessary.
Coordinating facilities management and maintenance work; monitors progress of jobs.
Liaison between staff and various local and state offices.

Do Po o Do o D

2-700 ADMINISTRATIVE & JUDICIAL SERVICES BUREAU

The Administrative & Judicial Services Bureau is responsible for the activities within the Sheriff&
Office related to administrative functions and the courts and the judicial process. Specific functions
of the bureau include:
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Evaluating and providing security at the Calvert County Courthouse.

Protecting judicial officers and the courtroom of the Circuit Court.

Serving civil papers, conducting Sheriff®& sales, evictions, and writs of execution.
Supervision of the deputy assigned to the Southern Maryland Criminal Justice Academy.
Prepare related forms for retirements, resignations, and terminations for Sheriff®
signature, forwarding same to the Executive Administrative Aide.

Oversight of the hiring process within the Sheriff& Office.

Do Do Do Do 2o

2-701 ADMINISTRATIVE AND JUDICIAL SERVICES COMMANDER

The Administrative and Judicial Services Bureau Commander is a sworn position with the rank
of captain. They are responsible directly to the Assistant Sheriff. They are responsible for the
performance of all personnel assigned to their command. They are responsible for the direct
supervision of subordinates, the performance of administrative duties pertaining to the daily
operation of the Bureau, and oversees the promotional process insuring the validity of the entire
process.

The Administrative and Judicial Services Commander shall inspect the personnel, equipment,
facilities and other resources assigned to their command on a regular basis. They shall be
responsible to maintain these elements of their command in compliance with the policies set forth
in this Manual and in other official directives of the Agency.

2-702 ADMINISTRATIVE AND JUDICIAL SERVICES BUREAU DEPUTY AND / OR
ASSISTANT COMMANDER

The second in command of the Administrative and Judicial Services Bureau is either a Deputy
Commander holding the rank of lieutenant, or an Assistant Commander holding the rank of first
sergeant. They assist the Commander with their duties as needed. They directly supervise the
Administrative and Judicial Services Sergeant and the deputy assigned to the Southern Maryland
Criminal Justice Academy. The AJSB Deputy and/or Assistant Commander oversees the training
function within the Sheriff& Office.

The Deputy and/or Assistant Commander oversees the hiring process in order to hire and retain
the best possible candidates to staff the various positions throughout the Agency. They act as
liaison between the Sheriff and the County Department of Human Resources in order to assist the
Sheriff with hiring decisions.

The Administrative and Judicial Services Bureau Deputy and/or Assistant Commander acts as the
point of contact for matters concerning the Maryland Police and Correctional Training Commission.

The AJSB Deputy and/or Assistant Commander shall inspect the personnel, equipment, facilities
and other resources assigned to their command on a regular basis.

2-703 ADMINISTRATIVE AND JUDICIAL SERVICES ADMINISTRATIVE AIDE
The Administrative and Judicial Services Administrative Aide is directly responsible to the AJSB

Commander and provides secretarial support to the Commander and Assistant Commander of the
Bureau. Their responsibilities include the following:

A Create job postings for deputy and special deputy applicants.
A Use NEOGOV applicant tracking database to rate applications, run reports, create

OFFICE OF THE SHERIFF Effective: 9/11/13
&= CALVERT COUNTY, MD 2-20 Gen. Order #13-0024




spreadsheets, and send follow up emails.

Coordinate deputy application process, including all correspondence and scheduling of
interviews and polygraphs for the applicant.

Compile and review deputy applicant test and interview results for consistent scoring.
Maintain deputy applicant application and background files; Sheriff& Office deputy
evaluations and promotional files and ensure confidentiality of same.

Maintain contact with all applicants from initial application to final employment disposition.
Process training requests and make arrangements for registration, travel and lodging as
needed. Notify employee when training is approved, denied, or pending. Maintain training
files. Create and maintain training spreadsheets.

Coordinate Hepatitis B vaccination program for deputies and Animal Control officers,
including scheduling of appointments for deputies and ACO®& with the Health Dept.

Type, proof, and assemble the Agency Manual. Keep Manual updated, as needed, on
the Sheriff& Office AT a@rive and redacted edition on the Sheriff& Office website.

Compile, edit and/or write policy updates; prepare General Orders and Special Orders
for Sheriff& approval, distribute to Sheriff& Office; collect and file Receipt of Policy memos.
Develop and revise forms that are not incorporated in New World.

Maintain and update Sheriff& Office website.

Maintain files on Sheriff& Office semi-annual performance evaluations.

Coordinate and oversee the Sheriff& Office intern and volunteer programs.

Conduct criminal history and background checks on all intern and volunteer applicants.
Complete and submit interns @nd volunteers @valuations to their school coordinator or
forward to designated supervisor for completion, and verify program participation with
outside agencies, if requested.

A Schedule daily activities and training sessions for interns and volunteers.

A Maintain intern and volunteer program files.

A Other duties as assigned by the AJSB Commander.

DoPo oo I
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2-704 ADMINISTRATIVE AND JUDICIAL SERVICES SERGEANT

The Administrative and Judicial Services Bureau Sergeant is responsible for the day to day
operations of the Civil Process Unit. They supervise the Courthouse security function to include
the supervision of the Court Security deputies. They oversee the civil process function and ensures
that all civil process is served in a timely manner. They ensure that the CCSO upholds its legal
obligations regarding civil issues.

They also set evictions and maintains the schedule ensuring they are assigned in accordance to
the schedule set by this unit. They advise landlords, attorneys, and or agents of the eviction date
and guidelines for an eviction.

The AJSB Sergeant oversees the court security function and the court security deputies. They
ensure the inspection of the various courtrooms for which he is responsible and provides for
their security, making recommendations to the Sheriff, the Circuit Court Administrator and
members of the Court Security Committee as may be appropriate. They will develop measures for
the overall security of the Calvert County Courthouse.

2-710 CIVIL PROCESS UNIT DEPUTIES
This Unit provides for the service of civil processes including, but not limited to, subpoenas,

summonses, evictions and juvenile court papers. It is also responsible for the seizure, and in some
cases, the seizure and sale of personal and/or real properties as required by court order.
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The Unit is responsible for the service of warrants of restitution without partiality to either the
landlord or tenant. It conducts sales and attaches property. Its personnel may at any time be
required to assist wherever needed within the organization.

2-711

SHERIFF& ADMINISTRATIVE & JUDICIAL SERVICES PROJECT MANAGER

This position performs management work for the Administrative and Judicial Services Bureau in
directing and performing financial functions, supervisory support, and oversight of countywide
programs and program funds. The Sheriff& AJS Project Manager is responsible to:

A

A
A
A
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2-712

Supervise administrative staff assigned to Civil Process.

Oversee statistical management, data collection, and reporting processes for AJSB and
multiple countywide program services.

Negotiate, prepare and manage Agency Child Support Program contract and associated
program funding.

Perform complex management of countywide programs and software systems by
administering County Government Electronic Access Control Systems, Photographic
Identification Badge Program, and Video Security System at multiple facilities.

Annually prepare, manage and submit grant budget for the Agency.

Develop policies and procedures regarding service and enforcement of court process for
the Civil Process Unit, and the explanation of these policies and procedures to the
public, law enforcement and State agencies.

Supervise the fiscal management of fees collected, advise Finance and Budget on their
transfer and dissemination, and provide an end of month accounting of same.

Develop policy and procedures regarding the assignment and tracking of County
identification badges, key fobs and hard keys.

Serve as ombudsman to the countywide Automated Speed Enforcement Program by
educating private citizens, investigating, resolving and responding to complaints due to
guestions and concerns about the program.

Coordinate Sheriff& Sales.

Provide research and reference citing Maryland statutes and federal law in support of
Agency tasks and functions.

Draft and prepare legal documents and pleadings in support of casework for the Agency.
Court and law enforcement liaison for civil cases.

Representative on the Law Enforcement Records Management System (LERMS) Build
Team as it pertains to the design and implementation of the Civil Process application.
Serve as photographic historian for the Agency.

Other projects as assigned.

CIVIL PROCESS OFFICE SPECIALIST |

This position provides support for the Administrative and Judicial Services Bureau and the Civil
Process Unit. The Office Specialist | is responsible to:

A

Ensure all child support service of process received from local and out of county courts
are properly entered into the Department of Human Resources (DHR) Child Support
Enforcement System (CSES) network and returned to the appropriate court system or
customer.

Provide new updated child support case history information to DHR personnel through
written correspondence.
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